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| Introduction 


The protel HMS for Windows is getting more and more powerful and flexible. Therefore it is not 
possible to develop a User Manual that suits every hotel perfectly. We tried to address all 
possibilities of the software. However its usage may differ for the individual hotels according to their 
organization, prior knowledge of the staff members and similar circumstances. 


Neither the online help item, nor this user manual replace an intensive training onsite, but shall be 
considered as an additional support. You find additional interesting information on the Power User in 
the Windows™- User Manuals, available in the commerce. 


We always welcome comments on improvement ideas that you may mail or fax to the known 
address of protel hotelsoftware GmbH. 


Microsoft is a registered trademark; Windows and other programs are trademarks of the Microsoft 
Corporation. Other used names are partly registered trademarks; all of them are recognized. 


The software protel HMS for Windows™ and the Documentation were created and verified with 
care. The protel hotelsoftware GmbH does not take any responsibility, neither for eventual 
damage caused by the use of the software or its documentation, nor for eventual mistakes that may 
be contained in the manual or in the software. The protel hotelsoftware GmbH does not provide 
any guarantee with regards to this documentation and rejects guarantees regarding the fitness or 
suitability for a specific purpose. On top of that no guarantee is provided, unless expressively given in 
writing, for the compatibility of the software with other programs or hardware components. These 
conditions apply — even without prior notice — as well on eventual updates or changes. The 
Information in the received documentation may be amended without prior notice given. 


This documentation may not be copied partially or as a whole, nor be reproduced by other means, 
without prior written approval given by the protel hotelsoftware GmbH. 


Please note that in case of the use of additional modules, such as Banquet and Sales, further 
functionalities are available, which you may find in their corresponding user manuals. 
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2 Tips and Tricks 


2.1 Icons 


The Icons help you to quickly open the most important commands. All commands activated through 
an icon can also be opened through the corresponding menu item. 


a Room type plan 
Fal Roomplan 


a% Available rooms 


(i Cl 


(i CO 


Seg Arrivals 

a Departures 
tg Inhouse 

oH Reservations 


se Add-Ons 


Shows the interface status. 


Opens the Room type plan. 
Opens the Room plan. 
Opens the listing of available rooms. 


While room plan is open: conducts check in of highlighted reservations. 
Otherwise: Opens Arrival list. 


While room plan is open: conducts check outs of highlighted 
reservations. 


Otherwise: Opens Departure list. 


Opens Arrival list (green). 

Opens Departure list (red). 

Opens Inhouse list (yellow). 

Opens Reservation list (blue). 
Opens Add-on modules (only SQL). 


Opens the note block. 

Opens the external calendar. 
Assigns Printer. 

Opens the login dialogue box. 
Deactivates the cash register. 

Opens phone and information book. 
Deletes the (temporary) reservation. 


Finishes the booking in room plan and room type plan. 
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Opens the manual SQL Query (only SQL). 


2.2 Function Keys FI to FI2 


Through these function keys, you may at any time, even during the working processes, open the 
following windows and dialogue boxes: 


F | Opens the help file of the currently open dialogue box. 

F 2 Opens the Room type plan. 

F3 Opens the Room plan. 

F 4 Whilst room plan is open: Conducts check in for the highlighted 


reservations in the room plan. 
Otherwise: Opens the Arrival list of the current day 


F5 Whilst room plan is open: Conducts check out for the highlighted 
reservations in the room plan. 


Otherwise: Opens the Departure list of the current day. 
SHIFT + F5 Opens the Information book. 


F 6 Opens the Arrival list. 
F7 Opens the Departure list. 
F8 Opens the Inhouse list. 


SHIFT +F 9 Opens the Reservation list. 


F 10 Highlights the menu item "Reservation" in the menu; that way the menus 
can be opened with the arrow keys. 


F Il Opens the Sales enquiry. 
F 12 Opens the Room type plan in display mode. 
Note: No reservations can be done under this mode. 


SHIFT +F 12 Opens the list of available rooms. 


2.3 Dealing with the Menu Item “Window” 


The following functionalities can be opened through the menu item “Window”: 


Cascade Displays all opened protel windows (e.g. Room type plan and Room 
plan) in an overlapping manner. 


Tile horizontal Displays all opened protel windows next to one another. 
Tile vertical Displays all opened protel windows below each other. 
Arrange icons Sorts Windows that were reduced to icons, on the lower left 
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screen. 
Close all Closes all opened windows. 
Minimize all Minimizes all opened windows to Icons. 


Close PROTEL session Closes down the protel HMS. 


2.4 Hotel Selection 


You will often find the pick up menu “Hotel” within the system: 


Hotel: City DO - Citphotel Demo, D-44137 Dortmund (GERMANY) [1] w 


This dialogue box is only activated in protel MPE and assigns the corresponding functions to a 
particular hotel. 


2.5 The Standard Buttons 


The following buttons appear in almost every dialogue box and have always the same meaning. For 
that reason they are not explained in the individual help files. 


OK This button is clicked to save entered or edited information. The current window is closed 
that way. 


Cancel This button is used when entered or edited information is not supposed to be saved. The 
action is interrupted and the current window is closed. 


Help Clicking on this button opens the dialogue box for the corresponding help file. 


Print Using this button starts the printing process. 


2.6 Working with Tables 


Sort order in tables 


A simple left mouse click on the column header (ex. Name) sorts the column entries in 
alphanumerical order. This is made clear through the arrow icon next to the column description. 
This way each column can be sorted. 
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E Gäste im Hafs 22.03.06 BG 
Neme aT Zi.-Nr. Erw, | Anreise 
42GmbH | | v. 19.03.06 25.0806 EUR 
Bord Jame... 3. 220506 
Slammer _.. 14.. 21.03.06 


Hauer Gerd Tf, 21,039.06 
Heller Sri... EZ lf. 21.00.06 
Hollermarn 17 22.03.06 
Messe Afda lf. 20.09.06 
Patzak. (Ger... . Tf... = 21.06.06 


Ranggil Ari... Tf... 21.03.06 
Siraman .. | a. 22.00.06 
Sirehnarn .., | Oy 22.00.06 


(ac aan) te a — 
[| Envetete Tookip Infos 


#1: 10 Aes- 10 Ena: 11 Kame: 0/00/70 Eto: Er. Eto: 0 


Changing the column width 


As you can notice, the column width in the upper example is not large enough to show the name in 
full. You can enlarge the column by positioning your cursor on the separation line between name and 
room numbers, left clicking and holding down the mouse key while pulling it to the right. 


If you double click on the separation line between columns, the width is automatically adjusted. 
E Gäste im Haus 22.03.06 BAX 


002 GAP 0 5 0 
oz eu, 27.03.06 
26.03.06 
Hauer Gerd Frau EZ 24.03.06 
Heler Andreas Hear Ex i... A 27.03.06 
Hollermann Tim Hë | 25.03.06 
kesse AidG N 22.03.06 
Patzak Gerd Her . 10306 24.03.06 


Rangel Gnke Fian 31.03.06 
Strabnann Gero Her roe 2 22.03.06 
Sirahnann Gero Het 0306 22.03.06 


4 
OF. | Aborechen Hite Dricker Pieisanzeige akt | 
a ee skia laaa 


= 


£i.: 10 Ree 10 Ene: 71 | Kind: DAO Kio: 4 Ena. Kto: 0 [| Eremberte Toolbp Inis 


Via the context menu that one opens with a right mouse click on the column header, you may also 
adjust the column width automatically. You have the possibility to adjust the column width to the 
Column content (Autofit columns) or to adjust according to the Content of the column header 
(Column width according to tab header). 


Print and Export 


The context menu offers further options for the table editing. 
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Frink with small Font 
Print with medium Font 
Print with large Font 


Export to Microsoft Excel 
Export ko HTML 


Autofit columns Ctrl+M 
Column width according to tab header Ctri+J 


Search Ctrl+F 
Continge search F3 
Cancel menu 


You can print the table in various sizes or export the content to an Excel file or an HTML table for 
further treatment. 


Furthermore you can conduct a search within a table for particular contents (“Search” & “Continue 
Search”) Enter the to be found term in the field “Text” and select the search column. 


Search EJ 


Text rath 
Searchin: | [alll ~| 
[ l Exact match 


[| Case sensitive seach 
[| Mark search results 


Tag the checkbox H Exact match searches the system only for whole words matching the entered 
search text. If the checkbox is not tagged, even parts of a word are shown in the search results. 


If the checkbox LI Case sensitive search is tagged, the system respects the cases of the search text. 


By tagging the checkbox |! Mark search results all rows that contain the search text, are highlighted. If 
this checkbox is not tagged, the system only shows the first hit. “Continue Search” gets you to the 
next one. 


2.7 Guest Profile Window 


The structure of the guest profile offers a great opportunity to enter a lot of information in a space 
economical and explicit manner. To change from one subject to another, just click on the 
corresponding header tab with a left mouse click. 


mx] 


Sae revenue | Rabës SAL Macher | Future | Hestory | Letters | Famib- | Invores 
Banquet history banquet hue Photos Traces history 
Addes Pers. Data Requests Sales dala 5 ales contacts Sales activi 

sahkjaton 

i mii 20 + (@ Profile stabs for 6885 A 
ihan Uptori = Addecses 

Fra name: Joanna Y Man addess 

Language English ~l ma ree ae 


= Communication methods (Al 


© 2006 protel hotelsoftware GmbH Page 13 


Tips and Tricks protel Front Office User Manual 


2.8 The Context Menu 


The context menu is an often used and very practical help tool in protel HMS. 


It opens with a right click on an entry and offers several editing options for the entry or the list of 
the entry. Select an option from the context menu with the left mouse key. 


2.9 Highlighting Multiple Entries 


In all lists it is possible to highlight multiple entries with the help of the Ctrl key. Just keep the Ctrl 
key pressed on your key board and click on the entries in the list that you would like to highlight. In 
the example below the first three room bookings were highlighted. 


El Rechnung eg 


Hame Heber Ärdreas Hen Fema piotel hotels <L-Mr: 101 Arc 21.03.06 GESAMTSALDO: 
Ort: Trbeng Gruppe: Ab: 27.03.06 390,00 
Bem: Schwager von Abels 


Lal | Heleri ac Steil |C BarEwo  |[E] C potel hoekotwara GmbH _ |[__ Bæ Ewa ) 


Zusatztext We... Datum A. | Tet Freis ë Zusatztext 


21.03.0672 101 


pO 22.03,06/Zi 01 EU 
7203061 101 


Bees i : JS JA ESELS UEL 

| G22... 1 ‘Loge 65.00 506Z 101 EUR 

| M22... 1 ‘Loge 65,00 20A 0 EUR 

led >| [s] EJ 
Saldo 350,00 Saki 0.00 


A 390.00 keg E 0,00 C 0.00 D ow FJ E 0.00 F 


If you only click with the left mouse key, meaning without pressing the Ctrl key, only this entry is 
highlighted and the previously highlighted one is de-highlighted. 


Rearbeiter | 


Following this method all entries that you wish to highlight need to be clicked individually. It is easier 
to highlight several entries using the Shift key. 


In our example, the charges | to 3 are to be highlighted. Therefore left click on the top charge. Now 
press the Shift key and at the same time left click on the third charge. This way both rows as well as 
the charges in-between are highlighted. 


2.10 Drag and Drop 


The Windows functionality Drag and Drop can always be used if you wish to move an entry from 
one area to another, e.g. at the assignment of room features or at attribution of charges for several 
partial invoices. 


Therefore highlight the to be moved entry and pull it, while holding down the mouse key, to the 
wanted spot. Then let go of the mouse key. The entry has been moved. 
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b 


Zuweisung von Gastfeatures AX] 
Zugehoke Feau Mogiche Feshures 
Abk., Feabure Abk. Feature 
Badı. Bademantel Obst bskati 
Hichiraucher 
Raucha 
Alengker 
Decke Wolldecke 
f 2. Kopiki 


2.11 Date Entry 


It is possible, in all date entry fields, to find the date through the plus and minus keys. Clicking on the 
plus key advances the date one day at the time and vice versa. 


Next to some date entry fields one finds the button: hia 


If this button is clicked, a calendar appears to easily select the date. This window can also be opened 
through a right click in the date field. The arrow key to the right or left side advances or reduces the 
months. The top and down arrow keys change the year back and forth. The daily date is selected 
with a mouse click. 


J] 


be: 19.06.2006 


10 digit date entry 


10 digit date entry possibilities (e.g. birthday) have a new syntax: If only 8 digits are entered in these 
fields, e.g. 01.01.34 this will be interpreted by protel as |.1.1934. Should one wish to enter the year 
2034, this will need to be entered specifically as 01.01.2034. 


2.12 Post it Note 


In the main window (background screen) of protel HMS you can create small post its that are only 
visible to the logged in user. This way one can leave notes for example for the next shift. 


This works in the following manner: 


Right click on the background screen (all windows or dialogue boxes closed or minimized). The 
following window appears: “New sticky note” 


New sticky note 


Left click on it and the following box opens in which you can enter remarks or leave notes. 
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‘a Note J leg | 


2.13 Working with the Online Help 


To call upon the online help file, just click on the button Help in the dialogue box or, if no help button 
exists, press the FI key. The online help is context sensitive, meaning that the help file of the 
corresponding dialogue is opened. 


Note: The online help is currently under construction. Some dialogues may not yet be linked to the 
corresponding help file. In those cases the Welcome page of the online help appears. 


Contents Index | Search| 


eisai aa li The online help comprises an Index. If you wish to search the help file 


[profile with regards to a specific subject, find the keyword in the index through 
oT entry in the upper text field. Click on the button Display or open the help 


Profile letters file with a double click. 
Prolile manbenance 

PROTELINI 

Rate availability 

Rabe by day ond 

Rate code detail: 

Fiabe coges 

Rate groups 

Fiabe management 

Raber sag 
Recunng Actriby 

Pleqiores 

Remrider codes 

Rentable objects | 


Contents| Index Search | 
Freee ee here re You may as well search directly for a subject. 


[pratile 


Therefore enter the to be searched term in the text field of the tab 
“Search”. The help system will show you all documents, that correspond 


Select Topic to display to the keyword. Open the help file through the button Display or through 
PERSEN | | a double click. 

Banquet Connect / split events 

Banquet Teg 

Buttors More.. 


Charce Sales 


Commesion ceasing 

Company reservabon 

Loniiguration of Sales System Data 

End of day closure 

Evert details 

Expansion of the making wezand 
Estensioni of the quest probe ~| 


Display | 
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3 The Navigator 


3.1 Structure of the Navigator Menu 


‘Navigator 


Guest | 
Narre Barres 


First Name: Citt tir 
Company: 


Street: 10 w Drive 
p f City Aosta 


Birthdate; | / / Low) VIP VIP Status 1] +¢| 


=, Totat 0.00 
a Changed 0.00 


ES Payments: 0.00 | Cancel | 


BG) A: Games 0.00 [Help | 
+") Category types 


| OF. 
éI VOICE 
A G8) Additonal reservation information | IFC Settings | 
f Traces 
+ 13) Attached profiles 


GA Package assignment 
+ G3 Rectable objects 


Letters 


Rieservabon Messages 
for’ Dpt: 15/03/06 | 1204/06 | tno: 


AP-Rieservation 


Messages/ 


More... 


Ree Status: GID COD) | 
Fim. type STDB m rn 
"Res Vation 
AdtARid | 17| 0 0 

Rate [|New GBF 


Valdratecd: NEGZRO 


Awal rabe cd: (NE G2RO lael Assign tate cd. | 


Notes 


H 
F & 
E 17060 


«| 


The navigator takes an important part in the protel philosophy. Through this menu you get access to 
all relevant guest data by the simple click of the mouse. It appears through a right mouse click on the 
guest name at all parts where a quick access is necessary. 


The menu is divided in 4 screen areas: 
= Guest 
= Reservation 
= Invoice 
= Messages and Notes 


A right click on one of these areas opens the corresponding window: The guest profile, the 
reservation screen, the Invoice or the entry window for notes. 


The entries in the navigator can be changed directly and have immediate influence on the entries in 
the profile or on the occupancy situation. 


On the right side there are several buttons that help you to obtain information on the reservation or 
on the guest. On top of that you can create reservation texts, information or reservation 
specifications (More..., IFC info) and edit the reservation (new name, create sharer). 


3.2 Area: Guest 


In here you obtain information that was created in the guest profile: 


Name Name of the guest profile (Tab Address) 


© 2006 protel hotelsoftware GmbH Page |7 


The Navigator 


protel Front Office User Manual 


Firstname First name of the guest profile (Tab Address) 


Company The company of the guest profile (Tab Pers. Data). The company name is used solely 
for information purposes. There is no assignment of the reservation to a company 


profile. 


Street Street name of the guest profile (Tab Address) 


Zip/City Zip code and City of the guest profile (Tab Address) 


Birthdate Birth date of the guest profile (Tab Pers. Data) 


Remarks Notes of the guest profile (Tab Requests) 


VIP VIP status of the guest profile (Tab Marketing / Sales data) 


Important: If the data is changed in here, it is automatically changed in the profile. 


Should another guest be assigned to a reservation, the name can not be overwritten. In that case a 
name change is done. 


3.3 Area: Reservation 


Here you obtain reservation information that can be edited. The detailed reservation screen is 
obtained by right clicking on the reservation section of the navigator. 


For moving reservations certain data that may differ for the reservation are not displayed. The 
moving dates are shown in the field “Messages and Notes”; therefore the note fields are obsolete. 


Arrival/Departure 


ResStatus 


Rm type 


Room 


Adlt/Kid 


Rate New 


Valid rate cd 


Avail. Rate cd 
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Arrival/Departure date 


For reservations with moving, the entire stay is displayed, independent of the 
part of the room plan that was clicked. 


Selection of the reservation status 


Selected room type 


As soon as the room type is changed, a new number appears in the field 
“Room” 


Only room numbers are shown that correspond to the reserved room type 
and that are available for the demanded period. If one wishes to select a room 
of another type, the room type needs first to be changed. 


Number of adults and children (Child! and Child2 from the reservation screen) 


If only the amount is to be changed and not the rate type, this checkbox must 
be tagged. The cursor then jumps into the amount field in which you can 
amend the rate. 


If the checkbox is tagged and the rate changed, the rate is not adjusted to the 
rate type according to the rate. 


Current Rate type 


The rate code can be changed here and the rate is adjusted accordingly to the 
new rate code. Select a new rate code from the pick up menu and confirm the 
question with Yes. 
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If the checkbox Rate tä New is tagged, the manually entered rate is not changed. 


Rate Info Additional information for the reservation are shown: type of reservation ex. 
Room plan / Room type plan reservation 


Corp, Grp, TA, Sc For Corporate, Travel Agents, Source or Group reservations the names are 
shown as buttons. These buttons allow seeing the guest profile that is assigned 
to the reservation. 


RBD Opens the dialogue to view Rate by day grid, if the reservation overlaps in 
terms of season periods. 


Assign rate cd. A click on this button shows, how a certain rate is calculated. 


Rate Code information 


If one right clicks in the pick up box of the available rate code, one obtains the following window: 


Ej Rate codes mx 
Rabe detal for 
Aniwa 15/0306 Chidi: 0 
Depature: 12/04/06 ca Hi Chid2 (0 


| Rabe code CUT. PRD PRE = i STFAM PRE AM ASFA STTE 
| NEGŻ RO GBP 5.00 75.00 75.00 5.00 75.00 5.00 
| SUPERBE GEP 20000 20000 | 200,00 000 20000 200,00 
| Feel wel CAN$ 10000 10000 100.00 IMO 10000 100.00 
Aight prc GEP 100.00 100.00 100.00 100.00 10000 100.00 
Inthamea GBP 100.00 10000 100.00 100.00 10000 100.00 

Rack? GBP i5000 15000 150.00 15000 15000 $0.00 

RACK GEP 10000 10000 100.00 100.00 10000 100.00 
| Howry GBP 


for roon bpe: STDE 


| Canoe | | Total coa of shay | 


You obtain the listing of all rate codes, room types and their attributed rates. Rate codes that are not 
valid for the selected period are shown without rate. 


At change of arrival or departure date, the rate may change as well, if for example the daily rate is 
reduced at stay for more than 3 nights. The change of number of adults, children or additional beds 
will change the rate through the information created in System Data. This allows finding answers to 
the questions “What’s the rate..., if...” in this table. 


If you tag the checkbox |! Net rates, all rates are shown as net rates. 


The selection “for room type” is in relation with the button Total cost of stay. Highlight a rate type and 
press the button. You obtain a listing of to be charged amount under consideration of the period 
rates. Weekends are shown in red. Tagging the checkbox bôl Net Rates, one obtains all rates as net 
rates in here as well. 
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Total cost of stay 


Day | Dobe CUT, 
We 15/03. GBP 
Th 16/03 GEF 
Fi 17/03... GBF 
Sa 18/03 GBF 
Su 19/03 GEP 
blo AUi... GHP 
Tu 21/03 GEF 
We 22fU2.. GEP 
Th 2303 GBP 
Fi 24/03 GBP 
Sa 26/03... GBP 
Siu 26/03 GEF 
blo 2ffUk.. GBF 
Tu 28 (3 GEF 
We 29/03 GEF 
Th SUF... GHP 
Fi 31/03 GEF 
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Price Pr 
150.00 
150.00 
150.00 
130.00 
130.00 
150.00 
150.00 
160.00 
150.00 
150.00 
130.00 
130.00 
150.00 


4040.00 C] Het Rates 


3.4 Area: Invoice 


In this part of the navigator menu, guest invoice and reservation information are displayed in a tree 
view structure. A mouse click on the individual entries opens the corresponding dialogue boxes. A 
right mouse click gets you into the invoice window. 


Total 


Charged 


Payments 


Invoices A - F 


Deviation of Invoice 


Room types 


Res. 


Rtype 


Memo 


Total (Charge ./. Invoice) of the invoice 


Sum of invoice charges. The amount may not be overwritten in here, but 
changes only through posting on invoice. 


Sum of invoice payments. The amount may not be overwritten in here, but 
changes only with payment of invoice. A right click opens the invoice dialogue. 


Only invoices are shown that have no invoice address attributed. If no company 
was assigned or if no bookings are found, these invoices are not displayed. 


If a deviation is in place, this is shown with a blue point and the letter i. Clicking 
on this row opens a payment instruction with further in formation to the 
existing transfer (see also “More..., Payment instructions’). 


The previously booked room type is shown. It can be edited /corrected from 
here. Right clicking on the room type opens a list of all room types. A double 
click lets you select the new room type. 


The initially booked rate type is displayed here. 


Should the note fields be insufficient, you may add further information for the 
reservation in here. 


Additional reservation information 


Confirmation 
no. 
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This number is assigned by protel and can be changed through the reservation 
dialogue. 
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Children 3/4 
Add. beds 


Cots 


Room plan 
color 


Packages 


CC 


Itinerary planner 


Sharer 


Traces 


Attached profiles 


Rentable Objects 


Number of children Child 3 and Child 4 
Number of additional beds 
Number of baby cots 


Clicking on this entry lets you assign a different color to the reservation. 


If package parts have been assigned to a reservation, those are shown in here. 
They can be amended from here. 


Credit card information of the reservation 


Is only visible if the additional module is installed. It opens the program 
Microsoft MapPoint. 


In case of a sharer reservation, the entry “Sharer” appears. 


Via "+" one obtains the sharer list and with a double click on can open the 
navigator of the sharer. 


If non handled traces are placed for a reservation, a red exclamation mark 
appears in front of the trace. Clicking on the trace lets you edit it or create new 
ones. To create traces see button “More..., Traces". 


If this profile was linked to another one, this can be seen and edited by clicking 
on the "+ " sign. You may as well link new profiles (Creation linked profiles see 
“More..., Attached profiles” 


Rentable objects may be: Bicycles, Skies, Tennis courts, Tennis records etc; The 
rentable objects are only for display purposes and no charges are posted. 


At the assignment of objects to a reservation, there is the possibility to create it 
either for a specific period or for certain time duration. Clicking on New adds the 
object to the reservation. 


| Modify objects 
Text Group From To Q. Group |BYC -Bicycle w | 
Mountain Bike Bicycle 1S6 1200 8612406 12:00 2 - 
Obect: | Mountan Bike sE 
Penot 16/0306 1200 + 1246/06 ||12-00 
Number: 2 
Hew Delete 


OK | Cancel | Help | Overview | 


You can open the overview of the available objects through the button Overview. In 
there it is possible to view the quantity of available objects according to the 
different time scales e.g. per day, per hour etc. 


3.5 Area: Messages / Notes 
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Guest Messages 

Datertine U. FP Message 
Av 
Delete 
Read (Unread 


Print 


. Cancel menu 
{| » 


The upper part shows all messages that have been posted for the guest. A right mouse click gives you 
the possibility to add or delete messages and to mark them as read or unread. 


These messages can be send to various interfaces, e.g. Pay TV. If no interface is available, the 
information appears that a message is available. At check in or check out you can then hand this 
message directly to your guest. If you can not pass the message directly to the guest, it can remain as 
unread; At check out you obtain a reminder. Through the menu item “Reports” a list of all open 
messages can be displayed. 


To enter a message, click on “Add" and the following dialogue box opens: 


Message ra 


L 
Sat As 


Date: 003/06 Time 1532 OF. 
User. Protel | Cancel l 
Toke 


Mess Teri: 


Fate cal back company 


Resi [| Internal FO Message 
Dale: Time: 


User 


protel enters the date, the time of creation and the user name automatically. They are shown in the 
upper part of the dialogue box. 


Add a alphanumerical priority level in the field “priority” and enter the message in the field 
“Mess. Text”. 


If the message was read, tag the checkbox bä read below. protel then saves the date, time and user 
name and displays this information in the lower part of the dialogue box. Transmitted messages 
appear in black writing, unread messages in red. 


If the checkbox LI Internal FO Message is tagged, the message is an internal message. This checkbox is 
especially interesting, if your hotel has the possibility to transfer messages to a pay TV. 


Should there already be a note at time of reservation, this would be displayed behind buttons Note 1 
and Note 2. You may change it here or create a new note. 


3.6 Double Click Menu 


A click on this button or a double click on a reservation in the room plan or in the reservation list 
opens this menu. It offers all actions that can also be conducted with the mouse in the room plan 
plus other functionalities. 


Changes in reservation data should be done through this menu, as changes in reservation data are 
also questioned for group members. 
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Gast Bond E 


~ Akbon-—— Resernaeungenho 
Ca) Check In Alte Anreise 22.03.06 
C) Check Out 7 Rechnung Alte Abreice: 27.0306 


Reservierungsyerl,. Fa oe L 


22.03.06-27.0306 111 


C Anreisedatum verandein neue Arnreie ami 
C) Abreigedatum verandem neue Abreise amc 


(> Reservierung verschieben 


£2) Umzug aul on 
(2 Umzug und verlangem Res.-Status: GAT 
C) Stano Buch-Stalus: Ci 


C) Checked In Status-Sherrierung 


C Kopieren 
| OK | [_ Abbrechen | | Hite | 


The current reservation data are found on the top right side of the window. 


The left side offers options for editing. The checkbox in front of the option is highlighted and clicking 
on OK confirms the process. 


Check In Processes the check in. 
Check On departure of guest, tagging this check box opens the invoice of the guest. 
Out/Invoice 


If this function is used before departure date, the message “Departure is not 
today” is shown. For an advanced, interim invoice or an early departure open 
the menu item “cash register — invoice” or open the invoice through the 
navigator menu. 


lM] Atter Arrival For changes of the arrival date tag this box and enter a new date. For group 
members this functionality can be done once for everybody by processing it in 
the group master. 


lvl Alter Departure Just like changes on arrival date, the departure is changed by tagging this box. 
Again this functions can be done for all group members at once in the group 
master; 


Shift reservation By tagging this checkbox it its possible to shift reservations to: 


= Another room: tag the checkbox and select a new room from the pick up 
list. 


= Another period: tag the checkbox and change the arrival date in the entry 
field 


= Another room at another period: tag the checkbox and change the date as 
well as the room number in the fields below. 


Move If the guest moves room during his stay, tag this checkbox and select a new 
room number from the pickup list. The date of the move is also entered in the 
date field. 

Move and If the guest would like to extend his stay and needs to move to another room, 

extend tagging this checkbox permits to enter the new room number and the new 


departure date. 


Cancel If you wish to cancel a reservation, tag this checkbox. You'll be asked if you 
reservation really wish to cancel the reservation. The answer Yes opens a message window 
that questions you on the cancellation reason. 
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Void Cl status 


Delete blocking 
reservations 


Copy 


Stornoerundeingeabe 
Grund Termin - Tenninandeung w | 
Tet: 


Annul Frau Mulle 


OK | | Abbuich 


protel Front Office User Manual 


Select a reason that was previously created in System Data. If necessary you may 


also enter a free text in the field below. 


If the checked in status of a guest is to be void, you can tag this checkbox. This 
process is not possible if there are already charges on the guest’s invoice. 


If a blocked room is to be freed, this can be done by tagging this checkbox. 


A blockage can also be undone via menu item “reservation — out of order” 


In order not having to recreate returning reservations at each time, you may copy 


them. 


Reserviertne kopieren 


Daten Optionen 
Kopeerhwhms: | \wiicherntlich | [] Sharer koperen 
Koperzeilraum |11.04.06 11.06.0Ẹ Incksive Federshungen 


Kopeidalen ergelen [H ncksive Packages 


[+] Inches IFE Zusstzinformationen 


Wochentag D.. aih i a i 
Bienatag ode [e] Inckesive zebabhangge Premeingsben 
Dienstag 25.04.06 [¥] Inclusive Traces: 

Dienstag Ge 05 06 ebale Ammeanumme ehaken 
Dienstag 05.05.06 vl Zug 

Dienstag 76.05.06 Kontingentzuordswing erhaken 
Dienstag 23.05.08 lnkhesive Hema 

Dienstag 30.05.06 

Dierstag 06 06.06 Gruppenmactenucndnung erhalen 


Dienstag 20. 06. 06 


EE tae bs [v] Reservierungeliste nach Kopieren zegen 


C Cn] 


Determine the copy pattern, the amount and the period 


and select the options by 


tagging the check boxes. Then click the button Create copy data. 


In the left side listing, all reservations are now listed and 
arrival date and weekday of arrival. 


highlighted with their 


Right click on one of those days opens the context menu that lets you edit the 
listing. The function “All? or “None” lets you highlight or de-highlight the listing 
entries. The functionality “Add” lets you add further reservations to the list. A 
dialogue to enter arrival dates opens up. The function “Edit” lets you change the 
arrival date of a reservation. Click on OK to confirm. For this Lá Show reservation list 


after copy process needs to be tagged. 


3.7 Reservation History 


Through this menu one can verify all changes and action taken for a reservation. 
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EJ Reservation History ole” 
Date Period User Stator + Action Name g.. Text 
3/07... 045345 Protel 1 eer Copy Bannes Reservation made though copy funchon Banes, 2z 
O70... Tk2bS? Protea 1 fer New Baines RED sored for 09,0905, Adit 1, Ohildl=0, Chid2= 
0705.. 14:2657 Protel 1 eer Hev Barmes RAD stored for 10/09/705. Adit 1. Chidi =0, Chid2=i 
OF 08 14:31:14 Fratel 1 fer Change FC Barres IFC Seting changed 
OF0E... Tid Protal 1 New Textnackage 
03/403... 1023295 Protel 1 eer Alber VO Eames Res 15/07/05 to 12/0906, room 227. AT STOB, 
0x03.. 102336 Prolel 1 oor Alter YI Baines Res, 15/07/05 to 12/04/06, room 227. AT STOB, 


£ 


Displayed are date, time, user, protel workstation number (only valid for networking), room 
numbers, guest name and action remark. 


3.8 Letters 


This button opens the text history, in which one can create new letters for the guest and open or 
edit already existing ones. Only texts that were previously created with the character “Letters” 
(RTXT) in the System Data are displayed. 


If various guest profiles were added to an invoice, e.g. guest, company, travel agent etc., you will be 
asked the question, whom the letter is addressed when pressing the button: 


Confirmation of reservat... x 


Send contimabon bo which adress; 


a (Siemens Foma): 


G toup (Siemers 0S 10) 


Clicking on the corresponding button opens the letter history of the profile and at creation of the 
letter the wanted address is displayed. 


Special case group confirmation: Clicking on this button in the navigator menu of a group 
master, lets you create a delayed group confirmation, as in this case all group members are entered 
into the confirmation (as long as a corresponding form has been created in the System Data). 


3.9 New Name 


This button lets you attribute a reservation to a different guest. An empty profile opens to create 
either a new profile or to select an existing one to assign it to the reservation. 


This means it is not a name change but a new assignment of a reservation. 
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3.10 Create Sharer 


Reservations for the same room that have to be handled separately can be created as sharers. 


The chapter "Sharer reservations" describes this process in detail. 


3.11 Guest History 


Clicking on this menu item opens the guest history (see also guest profile, tab “History’’). It 
comprises detailed information of each single guest stay. 


| Company - Edit: Siemens Roma Michou Didier Mr fe x] 


Addiess Pets, Data Requests Sales data Sales contacts Sales achrity Sales revenue Fates 
Banquet hishony Banquet huture Fhabos Traces history 
SL | Mazer | Cotmisions Future Hitoy | Letersi] |  Lettersires] Family | Irvoices 


Hotel: | “Al hotels | Display Aleservabons v| Period (01/01/1380 = 31/12/2079 | view | Pin | 


Hotel Guest ar... © Depart... | Room Rabelode Price Adk. | Accom, F45 || 
RICH ABE 07/03706 0703/06 204 Arkerdala 0.00 1/07000 95,75 e425 
RICH semens O..  0G/03/06 OS/0G/0E 3000 ZERU ooo OAW 0,00 0.00 
RICH Jacobi Ac... 06/03/06 OB/0G/06 218 Feel wel 30.00 1/4070/0/0 450,66 46.50) 
RICH Ward Stew 06/03/06 O8/0S/06 228 Feel wel 90.00 1/07000 450,66 46.50 
RICH Malek Ma. UbUSb DSAIG/UB 209 Right pric 100.00 TAO  200.00 0.00 
RICH Siemens A... 06/03706 08/03/06 NO0 Feed wel s000 1A0/0/0/0 450.66 46.50 |5 
< | # 


The pick up menu “Display” lets you choose between reservations, cancellations and no shows and 
you can determine a period via the date entry fields. 


Click on the button View, to refresh the display. 


3.12 Button More... 


The More... dialogue box 
Through the button More... you can enter further information and additions to the reservation. 


If the box L¥4J Delete reservation is tagged and further confirmed with OK the reservation is cancelled after 
a security question has been answered. Reservations can only be deleted if corresponding access 
rights are in order, no revenues or payments have been posted for this reservation and no days end 
closure has been done during the period of the reservation. 
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T Fined changes 

Gf Commission recipient 

EF Deposit 

(© Rate by day ond 

CF Companion 

0 Phone cals 

Ea) Wake up calls 

g Intetace infomnatior 

(ee Traces 

exe Attached profiles 

Ep Deviant exchange rates 

SF Credit card authorisation 
f= AB Edit invoice 

a) Inhcemabon Inac 

i] Invoice print mode 

ES Pio forma invoce 

A) Invoice history 

EF Advanced payment 

SPS Manual rate code posting 

D Date ofrer rate code posting 

DÈ Tiansler charges lo other mvoice 

g Piiri reports 


[| Delete netervation 


3.12.1 More ... 


3.12.1.1 Payment/Routing Instructions 
The payment instructions exist for the automated transfer of charges within various guest accounts. 


The use of this function facilitates, amongst others, the invoicing at group reservations, for which a 
total invoice has to be done. Revenue variations that are taken over into a summary invoice, can be 
added accordingly. This handles the posting according to joint pieces within the payment instructions 
automatically at days end closure. 


EX Routing instructions Ward Steve Mr & Mrs room 228 
hems are posted to invoices as follows =—_—_ 
OF, oF] D| -To TAA SCodes Target irrroice Route bo 
E M.D 5a ] 406 402 406.404 Standard Siemens 06.10 , O6/0G/06 - 144 


ia a + 
[hew J[ Eit J| Dokte ]  [_Fregunty used matuctions | 
lnvaine recipient and default method of payment 
IT Method of payment Address 
Cash Payment Ward Steve Mr & bers 
E] Cash Payment Siemens Aoma 125 via Versace 3622 Roma 
| Cash Payment 
E Cash Payment 
B Cash Payrmerit 


TH Cash Payment Ward Steve Mr & Mrs 
ES il 
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3.12.1.2 Routing Instructions of postings 


The upper part of the dialogue box displays which postings are transferred towards another invoice 
section within the guest account or towards another guest invoice. In this example the room is 
posted for the given date in the invoice window B. 


T Se a nm E a S a E a l a 


Daf Faaa | -Dis | -To TAAs Codes Target imzica Route bo 
& M.D.. Sa 1. 40E 402 408 404 B Siemens 06.10 . 0EANDE 


|e 
The button Frequently used instructions you can add the routing codes previously created in the System 
Data. 


Note: To facilitate the task one can create several routing codes in the System Data. For creation of 
routing codes refer to the user manual System Data. 


iP) Frequently used instructions > (leg 


AccommodatontFH to È invorce 
AccommoadatiantFB+E sires to E invoice 
Accommodation bA irvence of group master 
Accommodation to B inooe of group mastai 
Accommodaton+FB boà intoice of group master 
AccommodatonFE to È invoce of group master 
Accommadation+FB+E Hras to ingee of group marte 


AccommodatonmFE+E vires to B invorce of group master 
AGree to B moce 

AGree bo C imeota 

AGree to A mvoce of the group masher 

Akee to B intorce of the group masher 

AGree to C invoce of the group masher 


The instructions "100" - "205" are included in the system and do not need to be created again in the 
System Data. 


Should you wish to create a new instruction, do the following: 


Clicking on the button New gets you into the detail dialogue box for Routing instructions: 
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E Routing instructions Siemens Roma room 310 -loka 
Route postings lo the folowing accounis 
Account Text TAA Group Statistic g... 


Keyboard entry 


Routing ie waid 

(@) Dunng whole stay 

©) Fiom date 0670372006 [a] Todate: 11/03/2006 [a 

On following days: ViMo []Tu [¥lwe([e]Th [e]Fr [¥iSe [¥]S5o 
Routing target 

Within the fobo to ~] 

C2) Do rol route to diferent reservation i 


() Route to déterent servation pm 


C) Route to group master Siemens 06.10 , 06/00/06 - 14/03706 #9000 perm 


Within this dialogue box you find the various options for the creation: 


The button New lets you open the list of all transaction accounts: 


Fired charges 
Sesch lemn waz 
Test: | 
Hote: AICH "Richard's Hotel, ASPO JAJ London [2] 
Ord) 2.3.4: 


L-peice Posting be 


“Accounts not routed 
“All Accounts 

Erias 

TE 


+8\(ar 

+51E 

Åccommadaion m Accommodation 
Banquet Other Buffet + Banquet Other B.. 
Banquet Other Seated Lisi Banquet Other 5., 


Lok 


The first shown positions correspond to the already in the System Data included once and are 
marked with a star symbol. 


“Accomodation All accounts of the statistic group Rooms are to be transferred. 


Bacal not All accounts with no routing are to be routed. 
route 


*All accounts All transaction accounts are to be routed. 


*Extras All accounts of the statistic group "Extras" are to be routed (assignment of the statistic 
groups happens via the transaction accounts within System Data). 


*FB All accounts of the statistic group "FB" are to be transferred. 
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Afterwards you find all routing codes that were created in System Data. They are marked with a "+" 
sign. The last group corresponds to all created transaction accounts in System Data. 


The selection of the accounts can be done by double click or through highlighting the account and 
clicking on OK. 


You may as well enter the transaction account in the field Keyboard entry. Several Transaction 
accounts can be separated by a comma. The button Add lets you save the entry into the list of to be 
routed accounts. 


Further determine the following settings of the routing instructions: 


Routing is valid 
During the whole stay All accounts shown in the list are routed during the entire stay. 
From / to Date The transaction accounts in the list are routed for the selected period. 


On following days Selection of week days on which a routing of the shown accounts are to be 
done. Only tagged days are routed. 


Routing target 

Within the folio to Selection from the pick up list to which invoice section the selected TAA are 
to be routed. 

Do not route to If the posting is to be routed to another invoice section within the guest 

different reservations. account, one needs to tag this option. 

Route to different If the postings of the selected TAA are to be routed to another guest 

reservations invoice this option is to be tagged. The button ... lets you search for a 


reservation. 


Route to group master. If a group assignment is in place, the third option becomes active. If tagged, the 
selected TAAs are routed to the group master. The button ... lets you search 
for a reservation. 


As per OK all settings are saved and the routing instructions are displayed. 
Highlighting a transaction account or a routing code in the listing above and clicking on Delete 


removes the routing account accordingly. 


Invoice recipient and default method of payment 


Invoice recipient and default method of payment 


[ Method of payment Address 
A Lash Payment Ward steve Mr k Firs 
B Cash Paymeril Siemens Aoma 125 Via Yetace 3272 Roms 


G Cash Payment 

EE} Cash Payment 

E Cash Payimeril 

F Lash Payment Ward Steve Mr & firs 

< > 


| Carcel | Method ol payient | Address | 


The lower section gives you an overview of the invoice recipient and the default payment methods. If 
a company or travel agent profile is assigned at reservation, it is created for the invoice section B. 
The invoice section A is always assigned to the guest profile. An amendment is not possible. 


If a method of payment is selected at reservation, it is created in the invoice section A. To edit the 
payment method of the invoice section, highlight it and select the button Method of payment to choose 
the method from the pick up list. 
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The button Address opens the dialogue box to select the guest profile. You can select from there the 
new invoice recipient for the partial invoice. 


3.12.1.3 Fixed Charges 


Fixed charees Es 


TAA Text Quant, Qurreney Price Total lnw, Falem satin 
B500 | Caesar 1) GBP isel 0.00 0.00 (A || Daly | 08/03/06 | 4 
I| GBP ae] 0.00 | 0.00 |A | Daily ~~) 08/03/06 
1/GBP ise] 000 000 |All Dail |e) 0803/06 
1 GBP Ise] 0.00 00 | A ma Daly ae | 08/03/05 
1) GBP se] ooo dod |All Daily s | 08/03/06 
1GB s| Ta Day | 08/03/06 
1/GBP lae] a0 god A lael Daly i) 0303206 | 


In this window one can enter charges that are to be added to the room rate at days end closure. 
TAA Transaction account number to be used for additional postings. 


You can enter the TAA number directly or position the cursor in the field and press 
the tab key, which opens the listing of available TAAs to choose from through a 
double click. If the first letters of the TAAs name are entered, the account is 
highlighted in the list that starts with the entered letter. 


Text The corresponding description of the TAA. It can be overwritten and printed on 
the invoice. 

Quant. The number of units to be posted. 

Currency If the multi currency function is activated, one may change the posting currency in 
here. 

Price If a fixed rate was assigned to the TAA it will appear in here as a suggestion. This 


rate can be overwritten for each posting. If no rate is entered, it can be determined 
for this posting. 


Total The total of Quantity * Price 


Inv. Pick up list to determine on which detail invoice (A-F) this fixed charge is to 
appear.(Default = A) 


Pattern Pick up list for the selection of posting pattern (default = daily) 


starting Date, as of when the posting is to be done according to the pattern. As per default 
the arrival day is shown here. 


One can remove an already created fixed charge by entering a 0 (Nil) in the field Quantity and 
confirm it with OK. 


3.12.1.4 Commission Recipient 


Thanks to this functionality several commission recipients of the same profile type can be assigned to 
a reservation. 
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‘Commission recipients We 


Comicon recipients through pole aasignmerk 


 #ecount | Recipient Code 
| 9848 Siemers Roma Ho Comm. 
| 9953 Siemens 06.10 No Comm. 


Additional commesian iecpernts 


| Aecount — Recipient Coge 


Commission recipient through profile assignment 


Find in this section the profiles that are assigned to the reservation (max. 4: TA, CO, SC, GRP). The 
client number, the name and the assigned commission code are displayed. 


Additional commission recipients 


The button New lets you add further profiles through the search profiles dialogue box of the 
reservation that should receive a commission. The button Delete cancels the assignment of the 
highlighted profile to this reservation (Information display as above). 


3.12.1.5 Deposit 


‘Deposit of Guest Sage xX] 


Pärm... Curr, C amant Amount Create | Datë C amount Amount Text | 
01/11... GAP 500.00 AO 25/107 1240405 GBP ‘00.00 500,00 
101 GEF 300,00 30 25/10 


|£] + | 


To be paid Depost TA 
Curency, GBF ~] Deposit | 

= Payments: “500.00 
Date 0803/06 se in 


The entry of deposits is divided into two sections: the to be payable deposit and the paid deposit. 
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To be paid deposit (left section) 


The date, until when a deposit is to be received, can be entered in here for a deposit request. Those 
dates can be included in the reservation letter through the corresponding text codes. 


The entry is done in the lower part of the window. The date entry can be done via the calendar or 
manually via the keyboard. 


The requested amount is entered in the field below and is added by clicking on New. This way you 
may enter several requests. 


lf an amendment of the amount or the delay needs to be done, highlight the row in the listing which 
fills in the entry fields. You may conduct your changes and save the entry by clicking on Change. 


Paid deposit (right section) 


If the paid deposit is to be posted, you can open a payment dialogue box through the button Payment. 
From there you can enter the payment method and the total amount received. Confirm by clicking 
OK. 


The dialogue bow cash register, deposit control gives a listing of all requested and open deposits. 
Should you receive partial payments, you may post them, but they remain in the control as open 
deposits. 


3.12.1.6 Rate by Day Grid 


E Rate by day grid oles 
Gale Ms, room 204, 10/03708 - 13/00/08 kisig 
A | Da) Dake Room Ön. Cl) G| c3 C4) AB C| Rate oode) Package Price 
Fr 10/0306 204 1 o 0 0 OF 0 O Aack2 150.00 
Sa «(11/036 204 1 0 a O 0O O D Aackž 130.00 
Su 120306 204 1/0 O 8 0 DO O Aacke 130.00 
Total a p pfa 410.00 
«| > 
C Adut 0 C] Market Code: v| 
[C] Chëdren 172/34; F] Source Code: " 
Cl Add beds/cribs: 
[C] Special rate: 


[| New rate code: 


Asugn packages 


This table contains an overview on all information that influences the room plan, for each day of the 
stay. The dates can be changed at this point. It is possible to create for example different rate types 
or rates for the individual day of a guest stay. 


This functionality is needed if for example a group leader is arriving one day early and obtains a rate 
reduction, or if a guest receives the visit of his wife on the weekend and wants to change to half 
board on these days etc. After entering all this information in the table, protel posts automatically the 
correct values on a daily basis. 


The upper part shows all days of the stay. For already checked in guest, only the remaining days are 
displayed. 
Change data 


The following data can be changed in the table: 
lM] Adults 
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Children1/2/3/4 


Add.beds/cribs 
Special rate 
Market code 
Source code 


To change a value, highlight the wanted date in the list, tag the checkbox of the entry to be edited, 
enter the needed values and click on Save data. 


Changes in number of persons modify automatically the rate of the rate type. If the rate type is 
changed, the new rate is shown accordingly. If in the navigator or at reservation entry a changed 
amount was entered, no change is happening in here. Manual entries of rates are firm. 


If a rate change should happen, the checkbox bål Special rate needs to be tagged, to enable the entry. If 
the checkbox is tagged, a rate change was already previously performed. 


Additionally one can determine the validity by tagging the checkbox New rate code. If the rate type 
should not be valid as of arrival day, tag the checkbox |¥JUse rate avail. of and enter the needed date. 


If packages were created in System Data for particular rate types, those can be assigned through 
Assign packages on a daily basis. 
Additional Information 


Right clicking on a date lets you view the corresponding invoice or personal rate information. Select 
the desired information from the context menu. 


Note: The table always shows the days that are still to be posted. Therefore no values are shown for 
reservations that were already posted via the functionality Pro forma Invoice. 


3.12.1.7 Companion 


peer ma x 


Comparar Stays 


Nams Fret Saut Brthday Brih place Passport National Language 
Wife/husband Hanson Beah Mre |12403191 GE ~] Engish || 
Companion 1 i? GB | English |» 
Companion 2 fi | GE v] Engish |] 
Companion 3 ff GE ¥ English Bal 
Companion 4 Pa GB w| Emglesh w | 
Companion 5 ff GB v] Erglish ~ 
Companion 6 iy GB | Eragksh ~| 


| Fami 


In here one can create accompanying persons. 


Information such as nationality and language are taken directly from the guest profile assigned to the 
reservation. The entry as a Companion permits the search function in the inhouse or arrival lists for 
the companion name or first name. 


The button Family gets you into the guest profile of the guest that is assigned to the reservation. If 
family members were entered in the profile under tab Family they can directly be used from here. 
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The tab "Companion" lets you create information such as name, date of birth, passport number 
etc. Should the nationality or the language differ from the booked guest, you may proceed to a 
change for the companion in here. 


The tab "Stays" lets you enter the personal stay duration of the companion if differing from the 
guest. 


Companion Ei 


| Companion | Stays 


Hama, first name From To 
Companion 06/03/06 | 08/0306 
Ci /Chid 1: fi ff 
Child 2: ff ii 
CaAChiid 3 fe fd 
CaChid 4: ff ‘ 
Ca/Chiid S fe ii 
CEAChind 6: fi fd 


3.12.1.8 Phone Calls 


If there is an existing interface to the PABX, all calls of the guest are kept in the telephone protocol. 
In here date and time of call, number of units, amount and number of the call are displayed. The pick 
up menu lets you choose if all phone postings of invoice window A or all windows are to be 
displayed. The button Print lets you print this listing if the guest needs for example a list of all his calls 
for his expense claim. 


3.12.1.9 Wake up Calls 


The wake up call function is especially useful for clients with a telephone interface. The entered wake 
up calls are then automatically handled by the PABX. Other clients may of course as well use the 
wake up call view, as one may print wake up call lists through the reporting menu and conduct and 
control the calls manually. In both cases there is no difference in the handling. 


Wake up calls 


x 
Dap g Frackay } Saturday ] Sunday l [ Monday E 
pate owl e Moe Ma [ pune 
sc cf a) | 
Tine m CI fem) O C Bem! C Gem) 

C Gem) O Rem CO Rem) O Gem! ETE 

Dia) : OG) : Oba] - ClBeml am a 
Dael : Cs : Chien : Cm C Gen) 


< > 


Asivak | 10/03/06 
Depart § 13/03/06 


Only the reserved days of a guest stay are shown. Per day one may have until 4 different wake up 
times. 
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protel adds a tag to the corresponding checkbox as soon as the PABX has sent a confirmation for 
the performed wake up call. 


The button Rem. captures information of the call from the Interface. 


Through Delete all you can cancel all entered wake up calls. Should only one be deleted, you need to 
highlight it through a double click and then press the DEL key to remove it. 


3.12.1.10 Interface Information 
This button can be activated through the protel. ini. 


If several interfaces are in place and those represent more charges as room postings, one can set 
user limitations via the navigator menu. E.g. Pay TV is deactivated for a group etc. 


3.12.1.11 Traces 


Traces are important internal messages or tasks for various hotel departments that relate to a guest. 
Therefore a trace can be set for example for the kitchen that needs to prepare a birthday cake for a 
guest or for housekeeping that needs to place a flower bouquet in a room. Thanks to the trace list 
under "Reports, Traces" those tasks can be viewed on a daily basis. On top of that it is possible to 
generate a trace list at end of day closure. 


Ed Traces ole” 


Tinie Dep.. Entered 


H0306 1600 Beve. 02/1/0612. i 
10/03/06 Hous... GAATVORT.. Profel Provide Bathwobe Not cleared 


4 | 
= 


In this dialogue box all traces created for a reservation are listed. At one glance you know for which 
day and what time those traces are valid, which department is concerned, who has entered the trace, 
which is the task/information (letter) and if those have already been done and if yes by whom. Traces 
can also be saved to the guest history. This is then visible through the X in the column History. 


A right mouse click on the listing opens the context menu with the following editing functionalities: 


New Opens the dialogue for creation of traces (see below). 

Alter Opens the dialogue for editing of traces (see below). 

Delete Removes the highlighted entry. 

eer If there were text packages for departments selected in System Data, those packages 
package 


can be added here (see user guide manual System Data). 
Cleared Declares traces as cleared. 
Not cleared Sets a previously cleared trace as non cleared trace. 


Traces History Opens the trace history in the guests profile. 
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Creation /Editing of traces 


Traces Ey 


Resman infameation 


Artal: 06/03/06: Departure 06/03/06 
From 08703706 |...) To: 08/03/06 |-| Time: 
Depaiment Animator at 


C] Traces History 


Abbe. Text 
D Disc packey 
DACH Orchestras 


FABLUK) Fire works 


This dialogue is divided into several sections. Under Reservation information one finds the exact 
period of the reservation. 


Beneath on enters all relevant data for the trace. Enter the date or the period and the timing for the 
trace and select the corresponding department from the pick up list. 


If the checkbox LI Trace History is tagged, a trace is also saved in the trace history of the guests profile. 
Additionally the option Lä Auto Trace is offered. If this function is tagged, the trace is saved after check 
out of the guest and gets automatically set at each new reservation of the guest. 


The field below lets you enter a free text format. 


All created traces are displayed in the listing in the middle part of the dialogue box. If there were 
traces created with the help of a text package, all corresponding tasks are already shown in the 
listing. 


Clicking OK lets you save the entries.. 


3.12.1.12 Attached Profiles 


This helps the assignment of accompanying persons that are to be saved with detailed information. 
To obtain these data to the fullest, new guest profiles are created. For this reason the companion 
disappears from the More... dialogue box. The functionality is taken over by the attached profiles. 


For opening of the functionality please contact protel hotelsoftware GmbH. 


A right mouse click on the dialogue listing opens the context menu that offers various editing 
options: 


Attach new profile Calls upon the dialogue for the guest profile search. If the needed profile exist 
already, it can be selected by a double click. 


Link Family Profile Opens the profile assignments within the tab "Family" in the guest profile 


The in here assigned profiles are saved in the guest profile (tab "Family"). A 
right mouse click lets you add new family members. The easiest way is to 
search for an existing profile of the family and copy it with the context 
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menu from the research result window. 


At assignment of family members, you can determine the relationship 
between the different persons. Therefore highlight the entry and select the 
relationship type from the pick up list at the bottom of the window. The 
field text lets you enter a free text format. 


Note: In System Data one can create the family relationships via reservation, 
guest profile and family types. 


Profile linked to other Opens the reservation list with all reservations that fall into the period of 
reservation this reservation. A double click on one of these reservations deletes the link 
to the initial reservation and a new link is created. 


Delete attachment Removes the Link. The previously attached profile remains in place. 

View Profile Opens the attached profile. 

Change additional In this dialogue you have the possibility to enter further information to the 
information 


linked persons. 


| Add. information 


Asnved: i; Depatu  / / 
Type: Adult w 
CHo: 0 New 


[ok {Cancel _] 


Enter in here eventually differing data of the accompanying person or family 
members and select the Type from the pick up menu. 


Move up / Move down If more profiles were attached, you can sort these for a better overview in 
the listing. 


3.12.1.13 Deviant Exchange Rates 


bd 


Deviant exchange rate 
[) Fin echange rate for this reservation 
C Use following exchange rate 
GBP = || 100000000 
(*) Use exchange rate valid on this dater 
L_ Cancel | 


In here one can determine an individual exchange rate for the corresponding reservation. The 
globally set exchange rate is replaced. 


If the checkbox LI] Fix exchange rate for this reservation is tagged, you have the possibility to enter a specific 
exchange rate for a currency or to choose a date that should be the base for the currency 
conversion rate. 


3.12.1.14 Credit Card Authorization 


Only used with corresponding interface to the credit card machine. 
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3.12.2 Edit Invoice 


This item expands to further functionalities. You may also open this through the Invoice, button Edit. 


3.12.2.1 Information Invoice 


Print out of an invoice that shows all registered charges up to now (can be used as a receipt for 
payment receipts). 


3.12.2.2 Invoice Print Mode 


Summarization and sorting of items 
In here you may determine in which way the guest invoice is to be printed. 


= Detailed invoice: No summary, each posting is printed separately. 


TAA summarized per day: The postings of the same transaction accounts are regrouped per 
day. 


= TAA summarized per stay: Setting per default, the postings of the same transaction accounts 
are regrouped by stay (one line for room charges, one for phone, one for mini bar etc.) 


=» TAA summarized by guest name: This setting is recommended for group invoices where 
individual charges can be sorted by guest. 


= TAA summarized per room: This setting makes also sense for group invoices. 


"= Summarize EOD charges only: All postings that are posted at days end closure (room rates, 
other fixed charges) are regrouped; all extras are printed separately. 


= Summarize TAAs to total package: Same as TAA summarized by stay plus all accounts are 
regrouped to total packages, meaning Quantity= |. Excellent for weekend packages with daily 
posting of different daily values. 


=» Summarize EOD charges to total packages only: Only automatic postings are regrouped to 
total packages, all others are printed individually. 


= TAA summarized by guest, sorted by res.no.: This setting makes sense for group invoices. The 
charges are assigned to each guest and the sort order is done according to the reservation 
number of the guests. 


= Detailed invoice, sorted by TAA main groups: no summary but a sorting according to the main 
groups defined in System Data, such as rooms, restaurant, hotel bar, wellness etc. 


=» TAA summarized per day, sorted by TAA main groups: the postings of the same transaction 
accounts are regrouped by day and sorted by the defined main groups. 


=_] TAA per stay, sorted by main groups: the postings of the same transaction accounts are 
regrouped per stay and sorted by the defined main groups. 


Invoice layout: 


Next to the standard invoice, other invoice forms can be created in System Data. Those can be 
selected here from the pick up menu. 


The same way the currency to be used for the invoice can be determined. It is necessary that the 
currencies and the to be used exchange rates have been previously created (see "Cash register, 
Exchange rates’). 
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3.12.2.3 Pro Forma Invoice 


The pro forma invoice calculates previous the room night charges of a guest or a group and displays 
them in an invoice layout. Calculation base is the rate code, fixed charges and eventual packages. 


The pro forma invoice can only be created prior to guest arrival. 


If a pro forma invoice is to be created for a group, this can be done via the group master. Therefore 
it is important that group members are already split at time of creation, meaning that individual 
reservations exist already for the participants. 


A posting of charges does not happen at this moment. Only calculation according to rate code and 
fixed charges is done. 


Clicking on this functionality first opens the window Invoice print mode (see above), where one can 
select the needed invoice mode and form. Then the invoice window (A,B,C etc.) needs to be 
selected for which the pro forma invoice is to be created. Routings to other invoice(s) windows are 
considered at this point. 


The pro forma invoice does not contain an invoice number. If you wish to use an invoice number for 
the pro forma invoice, you do have the possibility to configure this. Be aware that the invoice 
number is assigned until the final check out of the reservation. If the invoice part that was the base 
for the pro forma invoice is not used, the invoice form remains active and gets saved within the 
system. 


Note: The pro forma invoice is an additional functionality in protel HMS and needs to be activated. If 
this particular functionality has not been activated at installation time, please contact protel 
hotelsoftware GmbH in Dortmund. 


3.12.2.4 Invoice History 


SE  ———— 
Ir Wo 


Hane: 


Deptdate (06/02/06 [aa] 
Fiscal code: v| | Start seach JI Fiese filter | 


Invoice F-lode Date Kame Pavant Charge Comment 
| 3720 aria bec Kinsey Ma. 100,00 100,00 


In here one finds all guest invoices of the past. 


The filter functions in the upper part of the dialogue box lets you search for invoices in detail. Enter 
an invoice number, a date and/or a tax code and click on the button Start search. The button Reset filter 
removes all entries from the filter. 


The list below displays all invoices that correspond to the search. If no filter is set, all invoices of the 
guest are displayed. 


You can highlight the invoices individually or all at the same time by clicking on All (the button None 
can undo the highlights) to conduct the following functionalities: 
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View invoice form Shows the invoice form on screen 

Print invoice form Prints the invoice form. 

Show detail Shows the exact listing of all invoice items. 
Void invoice Opens the window "Void invoice" (see below). 
Print report Prints the list of invoices. 


Check for unprinted invoices Opens invoices for editing that have not been printed yet. 


Void Invoices 


In here you have the possibility to cancel invoices. It becomes a void invoice and, if only a part of the 
invoice is to be cancelled, a newly corrected invoice is created. 


W Void invoice 3720 DE 


Post. date In. date Mame of... Qua... | No Account 
07/0306 07/0306 Me Kinsey 1 12 Aecoarrmocdalicn 
0703/06 07/03/06 bic Kinser... 1 Cash Paymere 
< | > 
Tota changes 100.00 
Marked tems total [_] Post marked tems to new mvoce 


[at [Neve ) (___Vosinvoce 


The dialogue box lists all items of the invoice. The lower part of the dialogue box displays the total 
charges and the marked items total. 


Should you wish to cancel only a part of the invoice, highlight the charges (individually or All / None) 
that are to be reposted after the voiding and tag the checkbox |¥J Post marked items to new invoice. The 
button Void invoice lets you cancel the invoice after a repeated questioning and the corresponding void 
invoice and the new invoice are created. This gets you into the invoice window from where you can 
check out the newly posted charges. 


Read on this chapter "Cash register, Invoice history". 


3.12.2.5 Advanced Payment 


If the guest pays a deposit, before or after arrival, the payment can be entered here. An immediate 
posting of the payment is performed on the guests account. The payment is considered at daily 
balance calculation. 
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Post advance payment 


Hara Jacobi Charges: 
Room Payments: 
Invoice: |A Jacobi M Balance: 
Method of Fam Aguri; Additional test: Vaid 
Cash Payment v 150.00 

Cash Payment r 0.00 

‘Cash Paynert 5 0.00 

Cash Fapmeri ~] O.00 

Copies Lrvoice layout 


renioe currency: 


Ex, rate/O0 Card holde 
100.000000 
100.000000 
100.000000 
100.000000 


493 16 


0.00 
49316 


rm 
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In the upper part of the window the guest information is displayed. Select from the pick up menu, on 
which part of the invoice the deposit is to be posted. 


Select a payment method and enter the amount: 


Cash payment: If the guest pays cash, you may enter a text in the field Additional text. The other 
fields remain empty. 

Credit card For credit card payments you may either enter the cc data per button Read CC 

payment: or take over the data of the guest profile by clicking on button CC from profile. The 


fields "Additional text", "Valid" and "CC card holder" are filled in automatically. 


Foreign currency For payments in foreign currency the entered exchange rate is displayed in the 


payment: field "Ex.rate". 


3.12.2.6 Manual Rate Code Posting 


Thanks to this functionality it is possible to post or void rate codes and additional fixed charges 


(button "More..., Fixed Charges") 


ana posting of room rate/Void for Jacobi. (Arrival: 06/0 3/06/Departure: 11/03/06) 


Fate cd 
C] Use different rate code 


Date, oaos | [e 
Quart: 3 BRA | 


Options 


P| Igriore special rates 
Pd irer date fruukiole post | 


[_ Void [post negahve} 
[C] Post Reed charges 
CA e 
Use deent biling text: 


Date Guest 

O8/03... Jacobd213] 
Derma.  Jacobiz18] 
OBO... dacobiz18] 


Postings total 


Price 
90.00 
30.00 
90.00 


Eg 
Fate codi 
Feel well | 
Feel well 
Feel well 


270,00 


| Test posting 


100% 
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It is important that the in here performed postings are added to the posted rate code/fixed charges 
of the end of day closure. 


At the top left the rate code that was entered in reservation is displayed. Should one wish to post a 
different rate code, the checkbox |! use different rate code needs to be tagged. After which the window, 
to select a different rate code, is unblocked. 


In the field below you can choose the date on which the charge is supposed to be posted. You may 
enter the date directly or use the buttons - or + to increase or decrease the filled in date. This 
functionality is only needed for the rate calculation; the real posting is in any case done on the actual 
date. The date does not need to be within the reservation period. Further it is possible to enter a to 
be posted quantity. This has nothing to do with the number of persons, but is comparable to the 
number of to be posted room nights. 


Below several options are at your disposal that can be activated via the checkboxes: 


Ignore special rate The special rates that were entered through the navigator or in the rate by 
day grid are ignored (e.g. it is not considered if for a certain day a different 
number of persons is stated). If one selects a different rate code than the 
one suggested in reservation, this checkbox is automatically tagged. Should 
the special rate be nevertheless considered, one can untag the checkbox. 


Incr. date (multiple In the different billing text the corresponding date, for which the posting is 
post.) to be done, is displayed and printed on the invoice. 
['] Void (post negative) This checkbox is very efficient: If tagged and the button Do posting is clicked, 


the above set rate code is cancelled. It is to be mentioned that the 
revenues are cancelled internally according to the created split tables. 


Post fixed charges If this checkbox is tagged, the additionally created fixed charges are posted 
or void via the functionality "Fixed charges". 


In the field Use different billing text you can enter a free text that will then appear on the invoice. If 
the field is left blank, protel sets the text of the rate code. 


On the right side the guest names are shown in the table and highlighted if a posting is to be done on 
their behalf. If this functionality was opened for a group master, all group members are listed. In this 
case all guests are highlighted per default, but not the master itself. With a left mouse click or by 
using the buttons all or none you can select the guests for whom postings are to be done. 


Test postings: Before processing a revenue posting, one can preview the to be done postings according 
to the previously entered conditions, in the second window. The listing offers the possibility to verify 
the entries and eventually change them before the actual posting of the revenues. 


Do posting: This button processes the posting. Should you realize in here that the setting is not 
correct, you may only correct the posting by voiding and editing the invoice. 


3.12.2.7 Date of next Rate Code Posting 


Date of next roomrate posting Eg 


Guest Jacobi 
Aniva: OB/0G/06 Depart 11/03/06 Daye: 5 


Hest roomrate is poded 08/03706 lial 
Room iate iz pasted [rights] 3 


| Fron Antal | | Diable toon tale posting | 
| OK | Cancel | 


Det 


This functionality lets you advance or reduce the date of room rate postings. 
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Next room rate is posted In here find the date of the next room rate posting. This date can be 
amended. 

Room rate is posted Shows the number of room rate postings still to be done. 

(nights) 

From Arrival Resets the room rate date to arrival day. 


Disable room rate posting Resets the room rate date to departure day and sets the number of 
outstanding room rate postings to Nil. 


This functionality can be used to conduct correction postings after a pre 
calculation. The pre calculation sets the date of the next room rate posting 
to the departure day. If a wrong room code was posted during pre 
calculation, one can change the rate code and recalculate the posting rate by 
setting the date back. 


One may also advance the date if a room rate posting is to be stopped for 
the following days. 


3.12.2.8 Transfer Charges to other Invoice 


Transfer charees to other invoice 
Mame [lacobi | Target [ok] 


Hame EIR 
— IO Macher 
Invoice &, dacobi we | 


brie: Addressee Amoi. 


¿tl > to F 
C] Changes with posting date C] The following TAs only 
from: 08/030 |] to: 08,0306 |... 


Besides the transfer in the guest invoice, one can also conduct a transfer with this functionality. 


The window is divided in two parts. The left one contains the data of the invoice to be exported 
(invoice source). The right side concerns the invoice to be transferred to (target invoice). 


Source Invoice 


The data of the guest from which charges are to be transferred, is displayed (Name, Room number). 
The pick up menu under Invoice shows the partial invoice (A-F) and the name of the invoice 
recipient. 


The button Mark all lets you highlight the listed charges. If only individual charges are to be transferred, 
highlight them individually with the mouse. 


Tagging the checkbox lä Charges with posting date and filling in the period, transfers only the charges of 
the very period. Tagging the checkbox |¥J The following TAAs only and entry of transaction accounts will 
only transfer charges of the given account. If you enter several transaction accounts, they need to be 
separated by commas. 
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Target Invoice 


Entering the room number or the name of the guest, lets you select the guest account on which you 
would like to process the posting. Should there be a group master account in place, you may process 
the posting onto the master account by clicking on the button Group master. 


Below you find the individual partial invoices of the target guest account. If a balance is already 
available they are also displayed. Clicking on the buttons toA, toB ... posts the item on the 
corresponding partial invoice. 


3.12.2.9 Collect Charges from Group Members 


This functionality lets you post charges of group members on the group master. 


Transferring charees to group master Siemens 06. 10/account 9000 
Groupmemibears: l al || none ] The followeng charges are banslened [ Ok. | 
Fij Name Date Coe. | Tet | SS TT 
Nam Roon w] A 
iaag ae e Jed e 1 “Ace L_fancel_| 
ward 3i IC | Jacobs DEAE 1 Breaki. Help 
SEA Fi wo | Jacok 06/0306 1 Diner | 
uch oe MIE | sei 1 Accom 
| . MIF Jabi omose 1 Ace, 
From Maingroups = Following TAAs only oe ee mtii = 
TAA Groupe Accounts He —- a = 
Accommodation “Ace. 
ie vores a| Cea) Siemens 06-10 jö 
4 >| || > wB | (Siemens Roma || 00 


Gate 

(a Ji Nore) aian, 
07/03/06 Tues.. | 
gl > to | 


| 
Charges ftom ia 
[E] 


Per default all charges of all members are highlighted, meaning suggested for transfer. 


By unmarking (single click) certain entries (Guests, Main revenue groups, Transaction accounts, 
individual bookings) it is determined which charges are to be transferred. Those postings are 
displayed in the upper right section under The following charges are transferred. 


The upper left listing displays all names and room numbers of the group members. Per default all 
guests are highlighted, meaning that parts of the invoices of all guests are transferred. Un-highlighting 
of individual guests lets you determine which guest is not supposed to be transferred. Further it is 
possible by clicking on the buttons all and none to highlight all guests or none at once. The 
checkboxes tä A -F on the right side, further offer the possibility to include only charges of certain 
detail invoices in the transfer. 


Below find Transaction main groups and Transaction accounts, for which postings were done 
on the guest invoices. Highlighting or un-highlighting of the needed main groups and accounts lets 
you select the charges that are to be transferred to the master. 


Further it is possible to include only charges of particular days in the transfer. Same as above the 
wanted days are selected by highlighting them. The buttons all and none are quick and efficient help to 
do the selection. 


The upper right listing displays all selected charges. In here it is also possible to select or deselect the 
wanted charges by highlighting them. 


Using the buttons toA - toF transfers the selected charge to the selected invoice of the group master. 


© 2006 protel hotelsoftware GmbH Page 45 


The Navigator protel Front Office User Manual 


Clicking on Pay instr. opens the payment instructions of the master. How to use this window is 
explained in detail in chapter "Payment instructions". Clicking on Transfer by using payment instructions 
processes the transfer according to the created payment instructions. 


3.12.2.10 Print Reports 


Opens/prints a report with all filled in invoice windows of the guest. 


3.13 Group members/Group master 


This button is only active in the navigator menu of the group master or of the group members. 


The button Group master in the navigator of the group members opens the navigator of the group 
master. From there the button Group members opens the list of all group members. 


ip sage ff z Ex] 


H Mame First Na... | # RT. Arrival Depa... Gt, Ratee,. Price Status = 
| RICH Fadden Edel 201 STTB OBS... TOs 1/0 Righ pre 100.00 Ci 
| RICH Ta Samar 212 STOE 08703.. 10703.. 170.. Fight pric 100.00 GTE CE 
RICH = Aasbeck Louse ? STTB 15/03.. 17203.. 170.. Fight poe 100.00 GTO OE 
RICH = Abbot |33 7 STTE 15/03 17/03 170 Right prac 100,00 GTO CC 
RILH Takagi Ke T SITE 103.. TUR. 170.. Fight prc 100.00 GIO CL 
g] > 


Ee Hon 5 #Vod O 

Cleon ta (Reemcain|(__Aditowow—_) Hier 5 naa 5 

ET HAat5S HAt 0 

Haas Wad 0 
| I ica ON 


A right mouse click on the list entries lets you open the navigator menus of the individual 
reservations. 


The bottom right part of the screen gives you an overview on the total reservation: 
#Conf: firm reservations 

#Void: Cancellations 

#Adt: Total Adults 

#1Adt: Room with one person 

#2Adt: Room with two persons 

#3Adt: Room with three persons 

#Rm: Total rooms 


#tchild.: Number of children 


The buttons offer several possibilities for editing the list or the individual reservation: 


Room allocation Highlighting a guest and clicking on this button opens the room allocation. The 
highlighted guest can be assigned with a room. 


Through setting in protel.ini only one reservation row can be created at group 
reservation. This means that the reservation is displayed with 10 rooms. At room 
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allocation time these reservations can be split. This way the entering of the name list 
can be done immediately without opening different dialogue boxes. 


New If you wish to add a new reservation to the group reservation, you can open the 
reservation dialogue via this button. Data concerning the group, such as group 
name are taken over automatically. 

Void If a room of the group is cancelled or not all rooms are used with the rooming list, 


Add to group 


Remove from 
group 


one can void the rooms through this button. Void rooms stay in the list; that way 
the initial room number can be seen in the group member listing, in case of 
cancellation fees to be issued. 


This button offers the possibility to add existing reservations to a group. Clicking on 
this button opens a list of all reservations that fall into the time period of the group 
master. One adds the reservations to the group by highlighting them and confirming 
the choice by clicking on OK. You will be asked questions concerning the take over 
of payment instructions, fixed charges and the rate by day grid. As those items 
could have been created individually in reservation, one needs to select a 
reservation that includes the corresponding features (model reservation) 


This button offers the possibility to exclude certain reservations from the group. 
Those remain further as individual reservations. One highlights the reservations and 
confirms with this button. A question follows to determine if existing payment 
instructions 


are to be deleted or not. 


Name list entry 
The dialogue “Group members” can be used for entering the name list of a group. 


For each guest a corresponding profile can be created. In order not having to open a navigator menu 
for each group member of a 30 room group, one starts with a double click on the name of the first 
group member in his navigator menu to change name. 


Mavieator (alter name} 


Guest 


=f Totat 25.00 Pa 
Harme: Fadden i i 
a i Th Chanet 25.00 
First Mame: Ede tlr EE Payments: 0.00 | Teal | 
Company: 3-A A: Fadden 0.00 
Streel: 4-4 B: Sage 25.00 
Zip / City o my — 
Birthdate: 7? [a] VIP: Audio Impan|»| @ Meme LE oni. 
A {F Additonal rese vation nlomation 
fe Traces eer 
1 pa A ee Pa a E ~ Aes. history 
Reservahior Guest Messages 
Arr # Dpt: 10/03/06 |) Inter Dateftime | U| Pi Message 
AP-Rieservation Sey 
ResStatus: - | Create Sherer | 
Lop] Sage 7 —— 
Rm. type — | Guest Hist, | 
Gip Sage 
Roam | More... | 
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To edit overwrite the entry in the field "Name". With OK one starts the guest search and the result is 
displayed. If the name does not exist, the dialogue for creation of a new guest profile opens up. 
Arrival and departure dates can be changed under section “reservation”, if different dates exist 
within the group. 


To change among group members one can use the page-up or page-down key. 


In some cases one does not want to create a profile for each group member. Therefore you may tag 
the checkbox l4 Rooming list in the guest member dialogue box. A double click on a group member 
opens the navigator to conduct the name change. The name of the guest can be changed, but no 
guest search is started. The key page up or down lets you enter all names without creation of the 
guest profiles. After check out of the group, the group member names are deleted. 


3.14 IFC settings 


This button can be activated through protel.ini. 


If several interfaces are in place and those represent more charges as room postings, one can set 
user limitations via the navigator menu. E.g. Pay TV is deactivated for a group etc. 
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4 Reservation 


4.1 The Reservation Dialogue 


There are several ways to open the reservation dialogue: 


= Via the menu command bar: Find an existing reservation through the reservation 
search or create a new reservation by clicking on the button New in the search result 
window. 


= Via the room plan: More on this in chapter “Room plan” 


= Via the room type plan: More on this in chapter “Room type plan” 


4.1.1 Structure of the Reservation Dialogue 


The reservation dialogue comprises a multitude of information and is therefore divided into 3 
sections: 


The Guest data, the Reservation data and the Reservation details. 


Reservation Eg 


Name Takag Company # Guest nto: i = 


i P j Comp 
Couty GB IA TA Cancel 
Ciy LONDON Source p 
ee sC | Help 
VIF ~| Group Grp we tld 
Stake Aanval Higt Dør. Oy AType Room Adit Rate code Pale Cn. Chet Sip 
T)GTOCC\ 1340806) 6/19/0306) 1) (stoa ie) 279 Clee] 2 | Flightoric |e...) 200.00 6P OO 
¥ | “| | win} 800) CIO 
a wF | ael | Ww m O00 as, Ük 
i i aell |] | eG oo DOO k 


Reservahon detak io 1 


Mark et Full Leisure Re Source = Travel Agent bs | Abocatice: te | 


Hear: v| Come: w | Act al: ———_— 
| mal — iF Leiters 

Addbed:) O)Chid1/2 O| O| Pickup: s| Payment | Cash Payment selice] (skoter) 

Cote: 0 Chidasa oO] Oo [C] Blocked room Flight __ Shaper 

| Packages: | [Evert (Optoma) |) / 7 PLSTI] SP Guest His, 

[Noted] ¢ Aariva Flet Mo 18108 

‘ff Depart Use: Protel 02/1 172006 


Upper section of the reservation dialogue: Guest data 


On the left side of the top panel, the existing data of the guest profile is automatically filled. The 
country, the city and the VIP status can be amended here. 


The middle column contains the information concerning the company, travel agency, Source and/or 
group. Revenues and other statistical data that develop upon reservation, are saved in the guest 
profile as well as in the corresponding company, TA, Source or group profile. For company 
reservations the address of the company is used automatically as invoice address. 


As a name is entered a profile search is started. If the profile does not exist yet, it can be newly 
created. For group reservations the group name is filled in the field “Name”. It is possible to amend it 
already at this point. 
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In the right column one finds a tree view information from the guest profile. 


A right mouse click on the entry “Guest info” opens the profile of the guest. If the guest has already 
been to the hotel, his last room, the corresponding rate and/or his favorite room are displayed. 


If a company/travel agent/source/group is assigned, it is shown here with the corresponding contact 
person. Right clicking on the company opens the company profile. 


lf a special rate was created in one of the assigned profiles, it is displayed as well in the window. The 
display is sorted by single room, double room, triple room etc. 


If there are attached profiles, they are displayed here and can be opened per right mouse click. 


Middle Section of the reservation dialogue: Reservation data 
Inhere enter the data for reservation: 


Arrival Arrival date. It is possible to overwrite or to use the plus and minus keys for editing. A 
right mouse click on the date field opens a calendar where the wanted date can be 
chosen with the mouse. 


Night Number or nights. Can be overwritten or edited by plus/minus keys. 


Dprt. Departure date. It is possible to overwrite or to use the plus and minus keys for 
editing. A right mouse click on the date field opens a calendar where the wanted date 
can be chosen with the mouse. 


Qty Supplies the number of the to be reserved rooms. The button ... lets you change the 
number or rooms. 


RType Reserved room type. Selection of a room type previously created in System Data. 


If reservations have been created via the Room Type Plan or the Room Plan, those 
fields are already filled in. 


Room Room number of the guest. Is not filled for room type reservations. If this field is 
clicked, the rooms available for the reservation period appear per type. 


Adit Number of adults that influences the rate. In System Data it is possible to enter the 
default number per room type. 


Ratecode Rate code group that is the base for this reservation. 


Which group is suggested as default at a new reservation depends on the System Data 
(“Reservation, Room Type’). From the pick up menu one can select a rate code group 
for the reservation period. 


Rate The room rate per night posting. 


The rate can be overwritten. The internal split is done according to the Rate Code 
created in System Data. If the overwritten rate is superior to the split value, the 
created split table is ignored and the entire amount is added to the room account. If 
the rate is set to 0,00 there will be no split either. 


Cn One can tell with this field if several reservation parts form a combined reservation 
(with move). In this case the row of the concerned arrival and departure date 
corresponds to the given room. 


A move can be done via the room plan, by left clicking on the day of the move on the 
shown reservation and while holding down the key, drag the cursor to the “new” 
room. 


If the move is planned as of reservation time, the reservation can be performed as 
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“moving” reservation. Therefore one needs the two detailed reservations. The button 
Cn links these two reservations. The message appears that the two parts are linked. 


Det. The reservation menu can display several reservations. The details (e.g. number of kids, 
add. Beds etc.) shown in the lower part of the screen concern the reservation for 
which this box was tagged. If you wish for example to enter an additional bed only for 
the third reservation, the box has to be tagged for the 3rd reservation before adding 
the bed at the bottom. Only one reservation can be marked at the time. Per default it 
is the first one. 


Button Sp. If several reservations were created and the same details are to be added for all 
reservations, click on this button after entering of the needed details. This way the 
details are taken over to the individual reservation. 


Lower section of the reservation dialogue: Reservation details for | 
Enter the reservation detail in here: 


Market Market Codes are needed to obtain statistical information on booking and revenue 
development according to market segments. You can select one of codes previously 
created in System Data. 


Source To get an understanding of where reservations and therewith the revenue comes 
from, one needs the Source Codes. You can select one of the codes previously 
created in System Data. 


Hear/Come In System Data you can determine the codes that inform you on reasons why the 
guest chose your hotel and how he got to know about it. Those are assigned in here 
to the reservation. 


Add.bed/Cots Number of additional beds/cots. Those entries can be uses for rate calculation. 


Child 1/2 Number of children. Those figures can be used for rate calculation. 
Child 3/4 
Pickup Should you offer transportation or just want to know where the guest arrives 


(airport, railway station), you can assign those to reservation. (Previously created in 
System Data) 


Flight n° For airport transfers you may enter the corresponding flight number. 


Allocation Should the reservation belong to a room allotment, the name of the allocation can be 
entered here. 


Payment You may enter a payment method in here that is going to be suggested at check out. 
You can select from a pick up list the previously created methods in System Data. If 
the payment method CC is entered, the button CC is opened automatically. 


Button cc Opens the dialogue box for credit card information entry. 
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Packages 


Blocked 


rooms 


Event 


Option until 


Confirmation 
n° 


Note 1 / 
Note 2 


Arrival/Depart. 


Res-Nr. 


Res-date 
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Additional reservation data Ed 
Credit cand 


Type Diners | 


Mao: 

Wald [MMi] 
Check code: 
Cand holder: 


| Copy hom proibe 
| Tiansier to profile | 


Enter the data and copy it — if available — from the profile with the button Copy from 
profile. In the same manner you may copy entered data to the profile with the button 
transfer to profile. 


In case that CC is entered in the payment method field, this dialogue box is opened 
automatically. 


According to the split table in System Data, various packages can be linked to rate 
codes. Those can then be assigned individually to a reservation. 


If this checkbox is tagged, the room number is definitely assigned to the guest. The 
reservation can not be changed. In the user administration it can be determined 
which user gets the access right to override this nevertheless. The guest name is 
shown in blue color in the room plan. 


This checkbox can be tagged in all reservations that contain a room type with the 
feature “Account”. Those marked reservations are shown on the report “Weekend 
plan of events”. This is only the case for the arrival day, which means that events that 
go over several days need to ‘arrive’ on a daily basis. 


The information in the fields "Adlt.", "Notel", "Note 2", "Arrival time", "Departure 
time" and the message field of the navigator are taken over in this report. By the help 
of this checkbox a week plan for the tagged events can be created. 


A cutoff date to hold the reservation as option can be entered in here. If a certain 
entry is done in protel.INI, the date is automatically entered at the clicking on this 
button. 


After expiring of the date the reservation is not automatically cancelled, as this 
automation is usually not wanted. It is possible however to print a list at day’s end 
closure, whereas the cutoff date is shown. 


(next to option until) This number is internally calculated by protel. A reservation 
search can be conducted according to this number. 


You have the possibility to enter notes and dates. These notes are shown for instance 
on the invoice screen for info purposes. It is also possible to create a list that relates 
to the entered date. Clicking on this button enters automatically the arrival date. 


One may enter arrival and departure times (if known) for info purposes. Protel 
enters system time automatically at check in/check out. 


protel manages the running reservation numbers that are attributed to each 
reservation. Reservations can be opened for example via the reservation list 
according to this number. 


Date on which the reservation was created. 


© 2006 protel hotelsoftware GmbH 


protel Front Office User Manual Reservation 


User Name of the user that has created this reservation. 


4.1.2 Buttons 


Button Add info 


In here you may add further reservation information. 
Travel information Check in /Check out information e.g. cruises. 


Laundry Enter in here the number of days on which a laundry change is supposed to be 
done. The default laundry pattern is managed by an entry in PROTEL.INI. 


Memo Free text field to enter further information with regards to the reservation. 


Don’t print Tagging this checkbox hides the rate on the registration forms. 
rate on reg. card 


Hotel safe In System Data the individual safe numbers were created that are assigned to the 
reservation in here. At check out a message will be displayed on it. 


Reservation Selection of guest gender. 


Tax exemption Assignment of a Tax Exemption Code, previously created in System Data (chapter 
"Bookkeeping, Taxes, Tax exemption codes"). Clicking on the button Save to profile 
the exemption code is saved to the profile and is automatically assigned at the next 
reservation. 


Promotion code În System Data you have the possibility to create Rate Codes with the character 
“Promotion code”. Those rate codes appear in here. 


User values Text fields for entry of further information concerning the reservation. 


Discount Select one of the Discounts Codes, previously created in System Data (chapter 
“Bookkeeping, Invoice, Discount code"). Clicking on the button Save in profile lets 
you save the discount code in the profile and is automatically added to any future 
reservation. 


Discount room rate Even without prior selection of a discount code you can enter a percentage code in 
I Bie: here that is then automatically deducted from the room rate (internally only off 
accommodation). 


Button Letters: 
Using this button opens the text history, where one can create or edit guest letters. 


If it happens to be a company/travel agent/source/group reservation the window appears to select 
the address. 


Button Sharer: see chapter "Sharer Reservation" 


Button Guest history: Via this button you obtain all past guest reservation. See chapter "Profiles, Tab 
History” 


Button More...: see chapter “Navigator, Button More...” 
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4.1.3 Navigate in the reservation dialogue 


The TAB key lets you move from field to field. An easier way to move to the wanted field is achieved 
by simultaneously clicking on ALT + Letter. The letter to be pressed is underlined in the word. 


In the fields "Arrival’’/"Dprt" you can amend the dates with the keys "+" and "-". This is often faster 
then a new entry. You may of course just edit the date by entering a 6 digit entry directly. 


Should you wish to enter only one single reservation you may move the cursor from the field 
“Status” to the pickup menu “Market” by using the arrow down key. 


4.2 Reservation Search and Reservation Creation 


To be able to create a reservation you first need to conduct a profile search. Read more on this in 
chapter “Profile search”. 


If you open reservation straight from the room plan or the room type plan, the search for existing 
profiles is automatically started as soon as you have entered a “Name”, “Company”, “TA” or 
“Group”. 


Reservation search 


Conduct a private, company, group, travel agent or source profile search to find out if the guest 
already exists in the system. In this case select the wanted guest with a double click on the search 
result. The dialogue box “Reservation” opens that displays all previously entered reservations with all 
relevant detail information for the guest that the search was conducted for. 


Company: Siemens Roma, Michou. Didier , Mir oea 


Heservahons 


Hotel: | “Al hotels ~i 
Hotel Name # R. Arrival Depar... | Adk,| Ratec,. Price | 
RICH = Haldane Mr & Mrs 20) PADS 12/05.. 14/05706 1/0.. Ankerd.. 120,00 
RICH Jacobi Nicala 219 PRTB 06/03 11/03/06 1/0 Fea wel 90,00 
RICH Wad Sieve Mri Mr 229 PRIS 6/02. USE 1/0.. Fee wed 90,00 
RICH Siemens Roma 310 FRATE 06/03. 11/03706 170... Feel wel 30.00 
HLY Siemens Roma tia. FRIE 06/09. 04/006 1/0 Right prac 100,00 
RICH DERTOURA : STOB 06/03. Ta Us 170.. RACK 100.00) 
HL... Gadha M Mrs i STOR 06/10 7AE 1/0... Right prs 100.00 
RICH  Zaidman Saul fed STOB 25/04. 26/0406 170.. Arkerd.. 120,00 + 


> 


{ | 
[New }| Cancel res. |. Resctivate || Pri | [C] Extended tooltip 
| OK || Abbrechen || Hite | 


New Opens the reservation dialogue for a new guest reservation. 
Cancelres. Cancels the highlighted reservation. 

Reactivate Reactivates a previously cancelled reservation. 

Print Prints the reservation list. 


Tagging the checkbox L¥4J Extended Tooltip, display further information in a tooltip that can be defined in 
PROTEL.INI. 
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New Reservation 


If the guest profile does not exist yet, clicking on the button New in the search result window opens 
an empty guest profile to enter the data of the new guest. 


If, according to your search details, no search result was found, you are automatically asked if you 
wish to create a new profile. 


After creation of the new profile, the dialogue box shown above opens up, from where you can get 
via the button New to the reservation dialogue. 


4.3 Private Reservation 


Front Office + Reservation + Private Reservation 
All reservations that are neither for a company or a group, nor for a travel agent, are considered as 
private reservations. Generally the guest books for himself under a private name. 


The menu item “Private reservation” lets you enter the data for the profile search and you may 
proceed as described in chapter “Reservation Search and Reservation Creation”. 


If you enter the reservation directly via the room plan or the room type plan and hereby just enter 
the field ‘Name’, a private reservation is automatically created. 


4.4 Company Reservation 


Front Office + Reservation + Company Reservation 


The difference between a private and a company reservation is that the booking is done by a 
company. This is important to analyze for example occupancy dates and revenues and to facilitate the 
search for reservations. 


At reservation of a company, travel agency or source, the invoice “B” with the company, TA, source 
address is automatically created in advance. 


The menu item “Company reservation” lets you enter the data for the profile search and proceed as 
described in chapter “Reservation Search and Reservation Creation”. 


If you enter the reservation directly via the room plan or the room type plan and hereby just enter 
the field “Company’, a company reservation is automatically created. 


4.5 Group Reservation 


Front Office + Reservation + Group Reservation 


The creation of a group reservation makes sense if several rooms are booked and for example a 
common invoice is needed. This type of reservation lets you enter further data e.g. arrival or 
departure date for all group members can be amended at once through the Group master. 


It is of course possible to enter, on top of the group name, another name such as company, travel 
agent or source name. This allows for example to separate information on the revenue of a company 
and their individual groups in the concerned profiles/histories. 


A group master account is created automatically in addition to the guest rooms at creation of a 
group reservation, meaning for one “room” of the Room Type that was named as group account in 
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System Data. (The existence of such group accounts is necessary for a logic creation of the group 
reservation. If needed create such group accounts in System Data. If such a “room” is not found, a 
corresponding message appears and one has the choice to save the reservation as an individual 
reservation or to cancel the entry completely. The group accounts have a special meaning, see 
below. 


To finish the entry it is asked if a group invoice should be created. If you answer with yes, a Payment 
Instruction of the group master is opened. 


4.5.1 Entry via the Room Plan or the Room Type Plan 


Reserve several rooms and enter a name in the field “group” of the reservation screen. Then 
continue as described in chapter “Reservation Search and Reservation Creation”. 


The group name is also entered as per default of the actual reservations as guest name and can for 
example be edited for the individual guests via the name list. 


4.5.2 Entry via the Menu Bar 


Enter under menu item “group reservation” the data for the profile search and continue as described 
in chapter “Reservation Search and Reservation Creation”. 


The group name is also entered as per default of the actual reservations as guest name and can for 
example be edited for the individual guests via the name list. 


4.5.3 Adding of Reservations to an existing Group 


Make the additional reservation and enter the group name in the field “group”. The reservation is 
then added to the group reservation under the same guest name. 


Should you wish to add an existing individual reservation to a group, the best way to do so is to click 
the button Grp members on the Navigator menu of the group master. 


Note: It is essential to use different names for groups that are reserved for the same time period. 
Otherwise it is very difficult to differentiate them from another. 


ATTENTION: Should there already be existing Payment Instructions, Flxed Charges or changes in 
the Season Period Rate Overview, those are added automatically to the new reservation after several 
pick up selection questions of a so called model reservation. 


4.5.4 Deleting Individual Reservations from a Group 


If the reservation is to be completely deleted, you proceed like for any other reservation. (Double 
click in room plan, highlight the field “Cancellation” and confirm with Ok). The deletion is also done 
as usual via the button “More...” in the Navigator menu. 


If the reservation should remain as an individual reservation and only be separated from the group, 
just remove the group name on the Reservation dialogue. 


It is even easier to remove individual reservations via the button Grp members in the Navigator menu 
of the group master. 
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4.5.5 The Group Master 


The group account (also called “group master”) created at entry of a group reservation is for 
example used for the summary invoice. 


All changes with regards to the group are also done at the group master level. After editing, the 
window “Group action” opens with the question for who the requested action is to be conducted. 
The following options are proposed in this window: 


Group members and master 


| Group action 
haramin. alakan The action is done for everybody. 


Te weh reservation do you want to 
? ° 
apiy he nenga Member selection 


The action is only done for members and not for the master 
| Member selection | | Group members only 
Cae meee A group member listing is displayed. Through highlighting one can 


select one or more members for whom the action is to be 


Li Groupmaster on} | conducted. 


nn aI 


Group master only 
The action is only done for the master and not for the members. 


Changes that only concern one guest or only the group account are handled as usual via the room 
plan or the navigator menu. 


4.5.6 Navigator: Name Change 


A listing of all group members is available in the navigator menu of the group master through the 
button Grp members. 


A double click on a member of the listing lets you open the window to alter the name. Via this 
window it is easily possible to enter for example at group reservation, the various guest names one 
after another. To do so, one overwrites the displayed name with the “correct” guest name. In the 
Same manner you can change all other data in the navigator menu directly. 


To display the next reservation, press the key Page down and overwrite again the name. Pressing Page 
down lets you see through the reservations. Clicking on OK finishes the entry process. 


4.5.7 Group Confirmation 


Clicking on the button Letters in the Navigator menu of a group master, lets you create group 
confirmations at a later point in time, to include all group members in the confirmation (this is if the 
corresponding form was created in System Data) 


4.5.8 Amending of Arrival /Departure Date 


A double click on the group account in the room plan opens the "Double click menu". After tagging 
of the checkbox |] Alter arrival or the checkbox [Alter departure one enters the new date and confirms 
with OK. A message appears to inform that the entered amendment concerns all group members. 
Clicking once again on OK conducts the changes for all group members. 


The arrival or departure date of a group can only be totally or partially changed for the group by 
using the known group action selection window via the double click menu in the room plan. The 
group action selection window is NOT opened if the arrival or departure date is changed through 
the navigator menu of the group master. 
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Changes for reservations with move are not processed. The data amendment is only done for rooms 
that are available for the new period. Further more only dates of reservations are amended that 
correspond to the arrival and departure dates of the group master. 


4.5.9 Rate Changes for all Group Members 


Open the navigator menu of the group master. In the bottom left section tag the checkbox tä Rate 
and amend the rate as needed. Confirm your entry with OK. The window “Group action” opens in 
where you can determine to who those changes are to be applied. In this case generally the option 
“Group members only” would be selected. 


4.5.10 Amend the Rate Code for all Group Members 


Open the Navigator menu of the group master. In the left bottom section amend the rate code as 
needed and confirm the entry with OK. 


The window "Group action“ appears that lets you can determine for who the amendment is to be 
done. In this case it would be normal to choose the option “Group members only”. Depending on 
the creation of the rate codes in System Data it is possible that the amendment of the rate code can 
not be done for all rooms. In that case you receive a corresponding message. 


4.5.11 Group Cancellation 


Double click on the group master in the Room plan or on the Reservation or Inhouse list; the 
Double click menu opens up. Tagging the checkbox L¥J Cancel reservation and confirming it with OK 
opens the window “Group action” that lets you determine for who the action is to be conducted. 


4.5.12 Group Check In 


A double click on the group account in the room plan opens the Double Click Menu. Tagging the 
checkbox iċ Check In and confirming with OK opens the window “Group action” that lets you 
determine for who the changes should be conducted. 


As the group master should be checked in as well it makes sense to select “group members and 
master”. 


4.5.13 Group Check Out 


The group check out is an exception to the above described processes. This one is done the easiest 
way via the Departure list, as it happens often that some group guest have an open bill (it is 
necessary then to print an invoice) and not others. 


You can filter the departure list according to the group, by entering the group name in the search 
profile. This way, only guests of the group appear on the list. Simple highlighting lets you select which 
guests you would like to check out or you may use the button All to highlight them all. 

Then you click on the button Check Out. One invoice after the other is now opened (in case several or 
all were highlighted) and it is possible to work on them as needed. The guest invoices that do not 
have an open balance are not opened and the reservation is immediately checked out. 
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4.5.14 Group Check In Cancellation 


A double click on the group account in the room plan opens the Double Click Menu. Tagging the 
checkbox |¥! Void CI status and confirming with OK opens the window “Group action” that lets you 
determine for who the amendment is to be conducted. 


4.5.15 Creating a Group Invoice 


To create a group invoice, one opens the window “Payment Instructions” in the navigator menu of 
the group master. First of all one decides on the charges that the group master covers, highlights 
them and clicks on one of the buttons, e.g. Invoice B (C, D, E, F). Then select the corresponding routing 
button (e.g. the one of invoice B). In the following window “target” it is sufficient to click on group 
master. If it is simply confirmed with OK, the question appears for whom the routing is to be entered 
and one selects All to ensure that the selected charges of all guests are routed to the master. 


lf an automated routing was not created at reservation, it is still possible at check out of the group to 
transfer all or some charges of the group members to the master. Therefore open the master 
invoice and click on the button Edit — Group member routing. 


Note: Should there already be charges on the invoice of a group member, they are not automatically 
rerouted at this stage. It is possible however to transfer the items, for example directly to the 
invoice, under “Edit” “Routing” “other room” “per room” or via routing. 
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See chapter "Navigator menu, button More.... Payment Instructions’. 


4.5.16 Posting a Charge on the Invoices of all Group Guests 


Open the master invoice and click on the button Posting. Enter now, as usual, the transaction account 
number, the quantity and the amount per room and confirm with OK. 


The window “Group action” opens that lets you determine for who the action is to be conducted. 


4.5.17 Group pre-calculation Invoice 


Open the master invoice and click on Check Out. 

A dialogue box with the buttons Interim Invoice, Advanced Invoice and Preliminary departure opens up. Select 
Advanced invoice and the Fixed Charges of the group members are posted in advance to the group 
master. 


This is very time consuming. Do not interrupt this process under no circumstances! Be advised that 
this action posts the entire group revenue at this very moment and there may be changes in 
revenues in your Statistics. 


4.6 Travel Agent Reservation 


Front Office + Reservation + Travel Agent Reservation 


The travel agent reservation differs from the company reservation through the fact that the 
reservation is done by a travel agent. This way occupancy and revenue data can be exactly analyzed 
and the search for reservations is easier. 


At reservation of a company, travel agency or source the invoice “B” with the company, TA, source 
address is automatically created in advance. 
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The menu item “travel agent reservation” lets you enter the data for the profile search and proceed 
as described in chapter “Reservation search and reservation creation”. 


If you enter the reservation directly via the room plan or the room type plan and hereby just enter 
the field ‘TA’, a travel agent reservation is automatically created. 


4.7 Source Reservation 


Front Office + Reservation + Source Reservation 


The source reservation differs from the company reservation through the fact that the reservation is 
done by via a source (reservation agent). This way occupancy and revenue data can be exactly 
analyzed and the search for reservations is easier. 


A source is a reservation agent, such as for example HRS in Cologne. 


At reservation of a company, travel agency or source the invoice “B” with the company, TA, source 
address is automatically created in advance. 


The menu item “Source reservation” lets you enter the data for the profile search and proceed as 
described in chapter “Reservation search and reservation creation”. 


If you enter the reservation directly via the room plan or the room type plan and hereby just enter 
the field “Source’, a source reservation is automatically created. 


4.8 Sharer Reservation 


Front Office + Reservation + Sharer Reservation 


A "Sharer“represents a reservation in which different guests are reserved for one room. This can be 

the case if for example two colleagues share a room, both addresses need to be taken under account 
and individual invoices need to be issued. There may also be differences in arrival & departure dates, 

rate code and rate etc. 


A sharer reservation can be created in two different ways; either at reservation creation on the 
reservation dialogue or for existing reservations via the navigator menu, by using the button Create 
Sharer. 


For a sharer reservation, protel creates an individual reservation. For that reason it possible that all 
data are different. In the reports such as Arrival, Departure, Reservation etc. those reservation 
appear as individual reservations, therefore it is even possible to search for a guest name. 


For company reservations the company is automatically assigned to the sharer reservations. You may 
have until six sharers per room. The sharer functionality is not available for reservations with move. 


The sharer rooms appear on the housekeeping report as often as sharer reservations were created. 
The hotel status counts the rooms and persons even if arrival or departure dates differ. 


4.8.1 Creating Sharers via the Reservation screen 


At creation of a reservation the button Sharer appears in the reservation dialogue. Clicking this button 
opens the window "Sharer for ...“. Enter the additional guest name in here. 


It is sufficient to enter the first letter. Then press the TAB key or the button Search.... This opens the 
known window “Search result”. Select the name with a double click or just highlight it and click on 
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OK. If you wish to create a new name, click on the button New. After selection or creation the 
window “Sharer for...” reappears. As described above you may enter up to five more names. 


| Sharers for Waite Eg 


Name 
| | Seach.. 


=a sre See. 


+eaichmg .. 


When the name entry is done, click on OK. To finish the booking, confirm once again the reservation 
dialogue with the button OK. The window “Sharer/input rates” is now automatically opened. 


‘Sharer input rate x 
Name Rate code ‘Special Rate Aduk Fl 
Edgar J Mes Right prc ~] a t IT] 
wate Mr Right pric (šel C] 1E 


aK) (caret 


All sharers of the room are shown in this window. You may now change or control the rate code, 
the rate and the number of persons for each reservation. Should you wish to amend the rate 
amount, you need to tag the control box LJ Special for security reasons. 


Tagging the checkbox bål RI lets you determine on which guests the remaining sharers may eventually 
be rerouted. Clicking on OK lets appear the question if all accounts are supposed to be routed to the 
guest. 


Should several reservations appear in the reservation dialogue (e.g. at group reservation), you may 
create sharers for each room. Select the room by tagging the checkbox bä Det. 


Rale code Fate Pn Dei Gp 
(Righ prc sela] 100.00 GER AJC Ii 
Right prc + m 100.00 GBP CIC 
Bic i 


Then click the button Sharer. This lets you enter the names as described above. 
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4.8.2 Creating Sharers via the Navigator 


Creation of sharers for already existing shares are done via the navigator menu. This is even possible 
if no room has been assigned yet. Therefore click the button Create sharer. This opens the reservation 
dialogue with filled in arrival and departure dates, room type, room number, rate code and rate 
information, taken from the initial reservation. You can amend the arrival and departure dates as 
usual. Enter the guest name as known and confirm the reservation screen with OK. 


The window “Sharer/input rate” (see above) is automatically opened. Continue as described above. 


Finish the entry with OK, this brings you back to the original reservation in the navigator menu. 


4.8.3 Sharer Display on the Room Plan 


Sharer reservations are displayed in the roomplan with a “+” sign that is shown in the section arrival 
& departure date. Further the number of sharers is noted in brackets before the guest name. 


Should the arrival and departure dates of the shares differ, the first arrival and the last departure date 
are displayed. The tooltip is automatically expanded if the mouse “glides” over a sharer reservation. 


If you right click on a sharer reservation, the “Sharer list” opens that displays the names and 
reservation dates of the sharers. If you right click again on the concerned guest, his navigator menu 
opens up. 


FD Sharer tist ied 


[tee eem ee mm mm mm me ee ee ee ee ee oe ee ee 


‘aah: hir 23] FADE 0S. 1303.. GBP 100.00 000 GID... 


Edgard rg 231 FADE 03/03 13/03 GEF 100.00 100 Gib 
< > 
Pa | Cancel | Help | | Rielresh balance | Fate 
Aes. :2 Adults 2 Aor 0  HEboU | | Show extended toolho 


A double click opens as well the sharer listing. Another double click on the reservation opens the 
known double click menu. In this menu you have further options such as cancellation etc. at your 
disposal. 


Clicking on the button Rates opens the window for rate entry. 


4.8.4 Summarize Reservations to Sharer Reservations 


It is possible to regroup two reservations in a sharer reservation. 


Two reservations can be regrouped together for the entire stay (Move reservation) or it is possible to 
regroup two rooms together on the second night (Move). 


|. Double click on the room plan (or inhouse or reservation list) on a reservation that is to be 
moved to another occupied room. The double click menu opens. 


2. Tag the checkbox L Move. The pick up menu “to...” lets you select the room number where 
the reservation is supposed to move 
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à | RT: Status Features * bor 

— — a STTB Dit DISAB FA.. 
2 STTB Diaty FRONT ... 

216 STOB Cleaned MEDIUM... 
noe £9 ë STOB Cleaned FRONT, 
afl PRODE Duty FRONT .... 
STOB checked FRONT ... 

PRATE Dirty MEDIUM... 

PROB Cleaned MEDIUM... 
MEDIUM. 
STDE Drty FRONT .... 
STOB Dily DISAB FA.. 

i COT HEA... 
STOB Cleaned DISARM... 
NONSHLS 
STOE Duty FRONT J... 

241 STOB Cleaned MEDIUM... 
242 STOB Cleaned FRONT... 

243 STOB Cleaned MEDIUM... 
244 STDS Cleaned FRONT. 


SURORA 
i 


PJ 
ha 
-I 
al 
=] 
mn 
mo 
= 
T 


E 

= 
un 
—| 
EF 
a 
f 
D 


[e] ' 
— Fl ira. occupied rooms [share model 


|. Select the room you wish to move the reservation to. 


4.9 Sales Enquiry 


To open the sales enquiry, press the FI | key on the key board. 


Ø Sates enquiry BAX 
Whal is pour name? Shopping basket 
Name: O'Conicl |Search] Comp. Hotel = Arrival Depart... Roo 
ek So: Search| RICH  OBA0306 12400406 PAT 
Booker: 
For which dates do you need the room? 
Aimvat 08/03/06 Departure 12/03/05 Night: 4 Hotet | RICH - Richard's Hotel, AS |x | 


How many roome do you need? For how many adults? 
No. of rooms: 1 No oF persons 2 Number of children për 


Markel/Source code: | wll l 
Promotion: 
(Offer upgrade!) Hotel availabilty 163) | | 


Ratecode | PRDB (17) 6u(-2)| PRTS(22}| STTB (40) STOB (77)| sTTP(6)| STSe(2) 
Righttic z000. = 2000 GC 20000 20000 es 
Hourly 190.00 ma aa 0.00 aa 
NEG2 AO 33.00 = 33.00 33.00 33.00 33.00 
RACK 120.00 m 120.00 120.00 120.00 120.00 
SUPER BB 230.00 


Le T 


Room PRIB i | | “| 


With this functionality it is possible to conduct a reservation from each dialogue (with exception of 
the room type plan in display mode). This lets you interrupt an activity at any time to hold a sales talk 
for a reservation. The base is a room type plan reservation. 
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|. What is your name? 


Enter the name of the caller in the field “Name”. 


2. For which dates do you need the room? 
Arrival: Enter the arrival date 
Departure: Enter the departure date 


Nights: You may choose to only enter the desired number of room nights, replacing that way the 
entry of the departure date. 


3. How many rooms do you need? For how many adults? 
No. of rooms: Enter the number of needed rooms 


No. of persons: Enter the number of adults per room, meaning if 5 DBL there are 10 adults 
altogether to be reserved. The correct entry would be Number of rooms: 5, Number of persons: 2 


4. Button Start enquiry: | can offer the following rooms 
Clicking on this button displays the available room types and rate codes in the table below. 


Next to the rate code, you see the still available number of rooms in brackets. If no room is available 
in the room type, no rate is displayed. The rate concerns the first night of the reservation. If you 
previously entered in field “No. of rooms”: 2, the rate concerns the first night of the 2 rooms 
together. 


An overbooking of the room type is not possible in this dialogue box. If data is changed during the 
sales enquiry, one needs to refresh the request through the button Start enquiry. Right clicking on the 
room type opens the context menu to open the rate details with or without the net value. 


Rate info STTB 


Dabe Price | Wet rabe 

DAO... 7.00 FF 

08/03 33.00 

10/03 55.00 

Tla.. 73.0) An 

Tatal 396,00 = 
4 | » 


In this window the booking process of the room rate is displayed. For every day of the reservation 
the to be booked rate is displayed. This functionality supplies information on rates during the 
reservation period, in case of a rate change e.g. weekend rates. 


You can also select one room type for putting it into the shopping basket via this context menu to 
do several reservations. 


5. Button Reservation For whom may I reserve the room? 


If a reservation is to be created, one highlights the wanted room type and clicks on the button 
Reservation or double clicks on the desired room type, which opens the reservation dialogue with the 
filled in information of the sales enquiry. In the event that no reservation can be done, go on to step 


6. 
OR 


6. Button turned away, because 
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The pick up list lets you choose the reason for the non-reservation. Then click on the button to 
confirm. The reasons must have been previously created in System Data and can be analyzed in the 
reports. 


The table top right "Shopping basket" helps you to create several reservation options with 
different arrival/departure dates or number of persons in one reservation. After starting of enquiry, a 
room type can be selected and pulled by drag and drop or via the context menu of the room types 
into the “Shopping basket”. This way as many rooms as needed can be reserved at the same time. 
Following which, one may continue with items 5 or 6. 


4.10 Allocate Rooms 


Front Office t Reservation + Allocate Rooms 


This functionality lets you assign room numbers to the individual reservations or confirm, edit or 
exchange assignments. 


If protel is set in a way that no provisional room number is assigned to the room type reservations 
(see below), the room allocation opens automatically as soon as a room type reservation wants to 
check in. (e.g. via the arrival list) 


It is important in this case that an entry is done in PROTEL.INI (section “Rplan”, 
Zimmerplanbezug=1/0) that determines if room type reservations are to obtain a provisional room 
number and therefore can be displayed in the room plan. If this option is activated, the room 
numbers of a room type reservation are marked with a question mark, otherwise no number is 
entered. More information on this can be obtained from your system partner or from protel 
hotelsoftware in Dortmund. 


4.10.1 Open Room allocation 


| Room allocation Eg 

Fites Sat adë 
Dawe of anvat 0803706 [a] (C mom pan order C} by room stabus 
(E) Al reservahons Stau 
(3 All reservations withoul ror To, [| Confined [7] Option without ded 
C All reservations wath mom no. assign [v] Option vath ded. [v] Wat list 

Hira [+] ALL Mice 

TACor. Grp 


Filter 
Date of arrival In here filter the reservations for which you want to allocate rooms per arrival 
day. Enter it directly or select it by clicking on the button .... 
[vl All Reservations Tagging the checkboxes concerned lets you select which room you would 
l like to list: 
All Reservations 
all rooms 


without room no. ; 
all rooms that have not been assigned yet 


All Reservations with all rooms firmly assigned 
room no. assigned 


Name Filter the display of the reservations according to a particular name or 
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TA/Cor/Grp according to travel agents, companies or groups. This could be helpful if for 
example all rooms of a group need to be on the same floor. 


Sort order 


Determine if the displayed reservations are to be sorted by position in room plan or as per room 
status. 


Status 


By tagging the checkboxes select one or more reservation statuses, according to which you would 
like to filter. The checkboxes Lä All/None let you tag all or no status. 


4.10.2 Room Allocation for arrival 


After filtering the reservation opens the room allocation dialogue. On the left side of the window 
of the Room allocation dialogue, all reservations that correspond to the search are displayed. As 
soon as a reservation is highlighted, all available room numbers for that period appear in the right 
side window with a special feature description. 


Most of the column titles speak for themselves. In the left window in the column “Adit” the number 
of adults and children | &2 are displayed. In the right window the columns “<” and “>” inform how 
many days you are before or after the following reservation. A "0" means a direct continuous 
booking. 


lip Room allocation for arrival: O80 3/06 


Selection 
(=) Standard mode (single select. (2 Multiple assignm. mode 
(J Spill reservation mode ©) Unde allocation mode 
C7) Swap rooms mode [| Room allocation within al poontypes 

= RT, Shatus Adit. | Mame will el # Group | RT, Status Feature bai 
2  _—s STOR — 140 DERATOUR 213 0 STOE Cleaned FRONT... 

| p STOB 1/0/0 Baines CAN r 23) 0 STOB Dily FRONT 

| Tr dme SU VIKU Onent Expres... ERF 0 SIDE Duty DIS&E FR... 

| 212 STDB Cleaned 170/0 Tet Simon Mi A 0 STOR Cleaned DISAB M 

| 215 STDB Cleared 1070 Gale Me dag 0 STOB Cleaned MONSH,S... 

| 216 STOR Cleaned 1/700 Fahrnger Tho.. | 240 0 STOE Ür FRONT J... 

Pa STOE Cleared 140/0 bie Eina M 241 0 STOB Cleaned MEDIUM, 

213 SIDE Cleaned  Æ/WU Llooery Geor... [|| ete 0 SIDE CUeanead FRONT... | 
4] bi kél > 
Number of selected 1 D f] 
Features: HS Guest Reg. w Zui Fate: 75.00 GEP 
VIP code Departure: Gi Cop TAS Depim Nobe 1 
VIP Status 1 12030 fii [Nak 


The reservation listing is color coded: 
Red: There is a note for the guest in the guest profile and/or a VIP code was added to the profile. 


Blue: The reservation has a firm room number. If another room is assigned, a message will inform you 
on this. 


A right mouse click opens the navigator menu of the reservation and can be edited. For sharer 
reservations the possibility exists to assign a new room number before check in. The reservation is 
then marked with the addition “Sharer”. The name that was created first is displayed, followed by all 
other sharers. 
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Selection 
Now choose what you wish to do with the highlighted reservation: 


Standard mode (single select) Rooms are allocated one by one. 


Split reservation mode If at reservation of several rooms the total number of reservations 
is displayed and not the individual room (Display "10/?"), then the 
reservation needs to be split before room allocation. 


Please tag the checkbox, highlight the reservation and click on the 
button Execute split. A question follows on how many rooms are to 
be split. Should the entire reservation be split, the total number of 
rooms needs to be entered. If only a part of the rooms are to be 
split, enter the number or necessary rooms. 


Swap room mode Needs to be tagged, if rooms are already assigned and room 
numbers swapped. One tags the checkbox and highlights the 
reservations of the rooms to be swapped. Then click on the button 
Execute swap. 


Multiple assignm. mode It is possible to assign several rooms at the same time. If this 
checkbox is tagged, one may activate several rooms on the left side. 
After which you click on Avail. Rooms. On the right side all available 
empty rooms appear. The room numbers selected on the left side 
are automatically highlighted. Should other as the suggested rooms 
be assigned, you can always highlight other rooms in the left 
window. The info “Number of selected” beneath the list helps you 
to highlight an identical number of rooms and reservations. The 
button Assign lets you assign the rooms to the reservations. 


Undo allocation mode If a room allocation needs to be edited, one can tag this checkbox, 
highlight the reservation and click on the button Undo to take back 
the allocation. Automatically a "2" is put in the place of the room 
number. 


Room allocation within all room Tagging this checkbox displays all available rooms of all room types 
types for the reserved period. 


At the bottom part of the dialogue the guest information is visible. This information comes from the 
guest profile and from the reservation. 


If room features have been added to the guest profile, rooms with the same features are shown in 
the beginning of the list at a room search. It is essential that the codes were previously created in 
System Data. Manual entries are not taken under consideration. 


4.11 Block/Unblock Rooms 


Front Office + Reservation + Block/Unblock Rooms 


By the help of this functionality, rooms can be blocked for a certain period of time. This is especially 
helpful for rooms that are for example under renovation. Thanks to this blockage the rooms are no 
longer available. protel does not count blocked rooms in any list or report. The total number of 
available rooms is reduced by the number of blocked rooms (see “Hotel status”). 
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Block rooms /Unblock rooms Eg 
Ficam bet Block 
# Roomtype | Hi.) [| Fas To Reason Text 
TRACES TRACES 087/03.. 03703. Contain Red wine on curtain 
201 STTB oa 
02 STIB 2] 
203 SIDE 23 
2 STOE 25 
205 STDOB 2a 
206 STOE on 
zu? FRADE 2a 
208 PROB Za 
209 STTB 2a 
210 PARADE 24 
211 STTB Za 
lez STOB 23 
215 STOE 25 
716 STOB 2b Set block 
217 STDB 2b From: 08/03/06 |a] Room 202 
1 Tl F} — 
oe Bitte me te To: 03/0306 [saal Reaton | CUR TAIN -Cu v 


On the left side of the dialogue click on the room to be blocked. It is of course possible to block 
several or all rooms (button All). The next step is to enter the time period for which the block shall 
be active in the date fields and confirm by clicking on Block room. This opens the following window: 


Room blocking 
Reston CURTAIN -Curtain y | 
Te: 


Red vane on cutar 


(ok) [cancel] 


The reason for the block can be entered here. The selectable options can be created in System Data 
under “Reservation, Room maintenance”. Confirm with Ok. The blocked room is then highlighted in 
red in the left side table. On the room plan this room will be marked with the following symbol: 


If one right clicks in the room plan on the blockage, the dialogue “Block rooms/unblock rooms” 
opens and one can see the reason for the blockage or eventually change it. 


Room blocks can only be edited after confirmation of a security question. 


To delete the blockage, highlight the room on the left and the selected block on the right and click 
the button Delete blocking. In case all blocks are to be deleted, click the button Delete all blockings. 


Should you wish to change a block, highlight it in the right field, edit the data and click on Change block. 
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4.12 Rate Availability 


Front Office + Reservation + Rate Availability 


This functionality lets you determine the rate availability per day under certain conditions. You can 
block rates completely or only for arrival on certain days. You can also define minimum length of stay 
or a minimum number of guests. This way you can achieve better rates, e.g. if you block low rates at 
days of high occupancy. Such a targeted rate management lets you increase your average room rate. 


Enter the month for which you would like to view the rate listing. The detailed view is activated by 
tagging the checkbox tå View details; you can also view the rate code details together with the rate 
codes. 


The availability of the individual rate code details can also be limited. The screen below shows the 
listing of rate codes. 


Ej Rate availabitity (old 
Display = = 
ori w] A006 | (alla) |_| View detaik Hotet RICH - Richard's Hotel | Chamet | Front Olfice |% 


Rate code W. RT Room 
Lom Ill 
Feel well 
Arkedata 
AM 
GOLF 
Right prc: 
Wellness d 
In the mea 
Rack2 
RACK. 
$ 


Shatagy options. - > MPE Options 
From 01/0306 |...) Acton: |- Open w| Set strategy for the following hotels: 


To [30306 [a] Pr: P2: RICH 


[cancel _ | 


To manage the availability of rate codes, highlight the corresponding rate code and define the time 
period in the section Strategy options for which the block is supposed to be valid. Select a rate 
block from the pick up menu “Action” and enter, if needed, a parameter in the field “PI” and/or 
“P2”. Confirm by clicking on Set and the rate code block is displayed with a key symbol in the listing. 


The button Publish to GDS is only active if you are linked to a GDS. This button allows updating the 
GDS. 


Strategies: 

- Open Rate is available. 
All rates are generally available. This is shown with the symbol "-" 
in the rate code listing. 

X Closed Rate is not available. 


Herewith rates can be closed completely for days or certain 
periods. Blocked rates are shown with the symbol "X“. 
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A Closed for arrivals 


M Minimum stay PI days 


P|-P2 stay length must be 
between PI and P2 days 


PPI Minimum of PI adults 


xPI Maximum sell of P| 


oPI Closed if occupancy 
exceeds PI percent 


oP |-P2 Open when occupancy 
PI-P2 percent 


oP |-P2 Closed if occupancy >P| 
or <P2 days before arrival 


4.13 Maintain Allocations 
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Rate can not be selected at arrival. 


You can close rates for check in. This way you can close cheaper 
rates for arrival, if on those days you still expect guests that 
could pay a higher rate and stay longer e.g. Exhibition guests. 
Such blocked rates are shown with the symbol "A“. 


Close a rate code for a specific minimum length of stay. 
Therefore enter in PI the minimum length of stay. The block is 
shown with the symbol "m3“ (for a minimum stay of 3 days). 


You can also close rate codes with an entry “from — to”. 
Therefore please enter a minimum stay at PI and a maximum 
stay at P2. The rate is then only offered for reservations that fall 
into this period. This is shown with the symbol e.g. “2-7” (Stay 
of min. 2 and max. 7 days). 


Rate codes can be closed for a certain number of persons. If for 
example, on a particular day you do not want to rent a double 
room as a single room, you set the number of adults in field P| 
to ‘2’. This avoids that the rate is offered to reservations of just 
one person. This is shown with the symbol “P2” (for a min. 
number of 2 pax). 


Only a certain number can be sold of this rate code. Therefore 
set under PI the maximum quantity of to be sold rooms of this 
rate code. E.g. “x10” (this rate code can be sold 10 times). 


Rate codes can be closed at a specific occupancy. Therefore 
please enter a % value, as of when this rate code is no longer to 
be offered. This is shown as “0o40” (starting at 40% occupancy). 


Rate codes can also be opened with a period entry. Therefore 
please enter under P| the percentage, as of when the rate code 
is available and under P2 the percentage until which occupancy 
the code is available. This is shown as "080-90" (opened for 
occupancy between 80 and 90%). 


This functionality lets you combine “Closed if occupancy exceeds P 
% and “number of days before arrival”. This means that you can 
decide that this rate code can be closed as of certain occupancy 
OR as of a certain number of days before arrival of the guest. 
Therefore, enter under PI the % as of which the rate code should 
no longer be available and under P2 the number of days before 
arrival for which the rate code should be no longer sold. E.g. (40% 
/ 6 meaning that this code is closed as of 40% occupancy >40% OR 
for arrivals that are < 6 days). 


Front Office # Reservation # Maintain Allocations 


An allocation is the possibility of a travel agent to maintain rooms up to a certain dead line; he then 
has the possibility to either confirm the reservation or to drop the allocation without cancellation 


fees. 
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protel differentiates two kinds of allocations: The absolute allocation, meaning a certain number of 
rooms that are reserved until a certain deadline for a tour operator. 


The relative allocation, being a certain number of rooms reserved for a tour operator for a given 
period of time, e.g. from 01.07.06 till 31.12.06. The tour operator has now the possibility to give 
back the blocked rooms, e.g. every 14 days before arrival. 


Open allocations are only displayed in the room type plan and not in the room plan. However 
allocation reservations are marked in the room plan by a pink color code. 


Allocations in protel can take two different forms: 


= Decrease availability: In the room type plan those rooms of the corresponding types are always 
deducted from the availability, no matter if reservations are present for this allocation or not. 


= Do not decrease availability: The rooms are not deducted from the availability, but the number of all 
room allocations is shown accumulative in the room type plan in the allocation row. 
Reservations of those allocations are directly deducted of the total availability and are no longer 
shown in the allocations. This way the exact number of available rooms is supplied. 


Generally allocations are only displayed in the room type plan. For allocations of the type “Do not 
decrease availability’, the rooms are shown in the row “allocations”, the type “decrease availability” 
deducts the rooms directly from the availability. 


We recommend the use of “Do not decrease availability” allocations. 


As an allocation is not a firm reservation, the allocations are not included in the forecasts, such as 
hotel status or other reports. 


4.13.1 Working with the Allocation Administration 


“Maintain Allocations” gives you an overview on all created allocations (inclusive of the 
corresponding tour operator). 


In here you can create new allocations (Button Insert), edit (Button Change) or delete (Button Delete). 
The button Alloc. history supplies you with a detailed listing of all actions, that were conducted for the 
highlighted allocation. The button Budget opens the budget administration of the allocation. In there 
you can define the values for the allocation month per month. 


Oo &Maintain allocations was} | EI 


Allocaki... Travel Agency SOurce Group Cornipanry Frö Tū Menec 
Ankerdata Ankedate 11/03.. J112 
CHR Tui Nedeland mA.. 31710.. 
DERTOUA DERTOUA 4. 20/04.. 
Emraer Ar Emiratet 14/04 14/04... 
Hits allocator.. Hits 12/03. PTE. 
Heu Pleeindge Trav 11/04 3112 


FParamournt Parama.. 10AT.. 30711... 
PTS Allocabon ino. 2B OS... 
RE 05 FPiermiu 10/01 20/02 


a lL. | Delete Delete | 
| Cancel || | | Alles, hitoy |[ Budget | [A inel expired 
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4.13.2 Insertion of an Allocation 


Clicking on the button Insert lets you set allocations in the following dialogue. 


Allocation Ankerdata (oles 


Allocation data | Allocation overview! Reservations  Selbngs 


Allocation name:  Synkendals (> Room type independent allocatior 


Abbreviation Ark Mumbe of roont 


| SO GE C) Detailed lst of toom types 


[| Decrease availablity 


Room type Casantity 


Arkadas 
FProvsion 0.0) pc. 
Rate Goce ARROW BB 
Perad: isa -~ 312703 
Release date =) absokte 
() relative 4) Days Rm type: ~| Quantity 


Booker (imet 


Int/E set 55 


Fayment iebnuciinrnes Mate 


Enter a name and an abbreviation for the allocation. 


In the following four fields below, you can enter the name of a reservation agent (Source), of a travel 
agent, a group or a company for which the allocation is to be inserted. Clicking on the button gets 
you to the corresponding profile, if it has been created. If the profile does not exist yet you can 
create it by clicking on the corresponding button. 


The field “Commission” is an information field, in which one can enter the percentage value of the 
commission. There is no connection with the commission calculation. 


If a particular rate type for all reservations of a certain allocation is to be assigned, it is to be selected 
from the pick up box “rate code”. The button New lets you create a new rate code. The System Data 
window “Rate management” opens automatically. 


The validity of the allocation is handled through the period fields. 
Define the deadline of the allocation reservation by tagging the checkboxes: 


Absolute — Entry of a firm deadline, the allocation can not be reserved after this date. The rooms 
are deducted from the total availability. 


Relative — Entry of number of days before arrival on which the allocation becomes obsolete. The 
reservation has to be made before this date. Example: The allocation is bookable until day of arrival. 
Ifa “I” is entered this would mean that the last reservation has to be made the day before arrival 
date. 


The fields “Booker” and “Int/Ext" are filled in automatically by the system. 


If a certain number of rooms is to be fixed for the allocation, no matter if SGL or DBL room, tag the 
checkbox [¥IRoom type independent allocation and enter the number of rooms. These reservations can not 
be made as “Decrease availability”. 


Should you wish to enter independently how many rooms of which type are supposed to be available 
for the allocation, tag the checkbox [Detailed list or room types. The in here created rooms can be 
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deducted from the availability in the room type plan if the checkbox “Decrease availability is also 
tagged. 


From the pick up box below the listing, select a room type each and enter the number of rooms. 
The button Insert adds the entry to the listing. The button delete lets you remove entries from the list. 


lf a group master was assigned to the allocation and a reservation of a group account was made, the 
button Payment instructions lets you define the payment instructions for the total invoice of all allocation 
reservations (see chapter "Button More..., Payment instructions"). The button Note lets you add 
further information to the allocation. 


4.13.3 Deleting of an Allocation 


Highlighting of a to be deleted allocation and clicking on the button Delete, removes the allocation of 
the list. Allocations with assigned reservations can not be deleted. 


4.13.4 Individual Allocation Handling 


The number of available rooms can be individually increased or decreased for a period or particular 
days. This can be done in the Allocation overview. 


Allocation Emirates Ai oles 
Alocation dats Alocabon overvew | Reservations | Settings 
Day Date PRTB Qu... oct. Vac... Dy... STOE Qu... onr,, Vac... Dy... hs 
We  OBA03/06 10 i 10 O 10 ü 10 0 


Th  OS,00/06 10 Ü 10 0 10 D 10 Ü 
TOA UE 10 10 | 
110/06 i | 
12/03/06 
1306 
1403/06 
TUE 
16/03/06 
17/03/06 
Teg 06 
150306 


a & 


ooo 


eo 


=) For al marked mws C] Quantity 


C For al marked days 
[| Dynamic release: 


Highlight in the list the days for which you would like to edit and tag the checkbox |“ For all marked 
rows or select the weekdays on which you wish to implement changes for a given period. Do this by 
tagging the checkbox | For all marked days, the selection of the weekday checkboxes (bä Mo - bl su) 
and determination of the period (from — to). 


Then determine the number of the to be assigned rooms for the selected room type by tagging the 
checkbox |! Quantity and enter a number in the following field. If you wish to change the dynamic 
deadline for this room, tag the checkbox |#J Dynamic release and enter a number in the following field. 


If you wish to close an allocation for a period of time, the number of rooms must be set to “0”. 


Clicking on the button Set adds the changes to the list above. 
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Note: The column “Dynamic” only shows the number of days for the dynamic release, if you have 
changed it in here. Otherwise it is shown with a “0”. 


4.13.5 Reservation Overview 


The tab “Reservations” displays all existing reservations for this allocation. The open list gives an 
overview on the occupancy level. A right mouse click brings you to the navigator menu of the 
individual reservation. 


The button Print lets you print a listing of all existing reservations. 


4.13.6 Creation of an Allocation Reservation 


The reservation of an allocation can be handled as a “normal” reservation. Via the room type plan or 
room plan, highlight a room and further select the corresponding allocation from the pick up menu 
“allocation” and assign it. The name of the guest appears in pink on the room plan. 


All assigned profiles (Source, Travel Agent, Group, Company) are automatically assigned to the 
reservation. Created rate codes and payment instructions are taken over. 


Reservations can also be directly assigned through the allocation administration. Therefore right click 
in the Allocation overview dialogue on the date for which you would like to make the reservation. 
The following context menu opens up: 


Print 
Graphic 
New reservation 


Display column ‘vacant’ only 


Cancel menu 


A click on the menu item “new reservation” opens the reservation dialogue box that contains 
automatically all the information assigned to the allocation, such as rate code, profiles and payment 
instructions. 


Note: Prior to this it is essential that you have entered or selected the room type and the number 
of rooms at the bottom part of the screen. 


4.13.7 Allocation Occupancy 


If one left clicks in the room type plan on a particular day in the allocation row, the following window 
opens up: 
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ED Allocation occupancy for 15/03/06 oR 


Avocations oc... Expy dabe Room by... 
Ankerdata "TUJE Blocking 
Ermerabes Aur | : 14/03/06 


Wald allocations: 


po EREETENE 


Expred alocehons: 


This occupancy overview supplies the current occupancy level of the entered allocation of the day. 
The arrow keys at bottom right lets you see other days. 


A right mouse click gets you into the allocation overview of the selected allocation (see above). The 
release date indicates the corresponding day, as of which the allocation is no longer bookable. 


Clicking on the button Itemized list opens a window that lists all allocations once again, with the 
difference that the individual room types of the allocation are displayed. 


4.14 Overbooking 


Front Office + Reservation + Overbooking 


If no automatic assignment of the room numbers is done at reservation, one can determine the 
number of rooms to overbook via this menu item. 


Event 


io i 


08/03/06 
w036 
10/03/06 
11/03706 

203/06 
13/03/08 
14/03/06 
15/0306 


SB 5 Fe G O G O G 
sls ese eo 6:6 5}: 
5B 5 656 564 46 & 
esecomwnaaoal: 
cooaonnia oe}: 
Sececoaosn!: 
Se D 6464 6 4 & 


C For all marked dates 

() For all maiked days 
CiMol I Tu Cj] wel) Th] Fr [-] Sa M] Su 
From OB/03/06 | Te 3112/06 


> 
A 


First determine the time frame for which you wish to set the overbooking period and then click on 
the button Search. This displays the individual days in the list below. 


Highlight the days in the list for which you would like to conduct amendments and tag the checkbox 
[+] For all marked dates or select the weekdays for which you would like to make changes. This is done 
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by tagging the checkbox |] For all marked days, and tagging the weekdays (|"] Mo - l#] su) and 
determination of the time period (from - to). 


Further determine a room type by highlighting it in the pick up list. If “Hotel” is highlighted, the 
entire hotel, no matter which room type, can be overbooked by the entered number of rooms. Then 
determine the number of “overbookable” rooms and click on Set. 


These entries can be updated as often as you like and that way be adapted to the actual occupancy 
level. 
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5 Cash Register 


5.1 General Information on the Cash Register 


This section contains functionalities that are generally linked to postings of charges of internal 
expenses of the hotel and other specific processes of the cash register. 


The opening of a cash register for a particular cash register is done automatically at the first cashiers 
operation of the day with this particular register. A window appears in which one enters the cash 
register number and evtl. a password. This cash register will remain “active” until it is either closed 


ia 
by the functionality “Cash register closure” or by clicking on the icon E . (See chapter “Icons”) The 
currently active cash register is displayed at the bottom screen in the status row. This concept helps 
you not having to enter the same cash register number again and again before each posting. 


The functionality "Cash register closure“ lets you close the cash registers. Latest by day’s end all cash 
registers are supposed to be closed, whereas the closure of each register has to be done 
individually. It is recommendable having a closure per shift. 


5.2 Cash Register Login 


a E) 


Reger 1 


Famward: 


| 
| C Ceme) Cr 


In System Data the users can be assigned different cash register numbers. The user login opens the 
assigned register automatically. 


If no cash register is assigned to the individual user, the cash register login appears once at posting of 
charges and payment. The cash register remains open until protel is closed, the cash register closure 
started or the cash register is manually logged out. 


Enter the cash register number and your password and confirm with OK. 


5.3 Invoice 


Front Office + Cash Register + Invoice 


This functionality lets you open invoices without passing through the room plan or the navigator 
menu of the guest. 
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| A 
E 
E 


Entering the name or the room number opens the invoice dialogue of the guest directly. 


If no cash register is “active”, the cash register selection window appears, in which you can enter the 
register number and, if set in System Data, a password. If the cash register selection window does 
not appear, a cash register is already logged in as “active”. The name of this register is shown at the 
bottom screen in the status row. 


You can open guest invoices that were checked out until days end closure. Invoices of guests that 
were checked out on the day before can only be seen/printed through the invoice history. 


5.3.1 General explanation 


You can have up to six different invoices (A - F) per reservation, that can be managed through 
different invoice addresses and payment arrangements ("Button More..., Payment instructions’). If 
those six are insufficient, you may create further pseudo accounts for the guest/the company/the 
group. 

The guest invoice can also be opened through the navigator menu or for a highlighted reservation in 
the room plan via the icon “Check out”. 


(> es (=) >| 


Name: Jacobi Nicola Comp: Siemerne Roma Room 218 Aur: O6/03/06 | TOTAL: 
City BEDFORD Groupe Siemens 06.10 Dem | 11/03/06 495.16 
Rem [ROUTING INSTRUCTIONS) 


Lal | Jacobi | (Cash Paynes! CB) | Siemens Rome | (Cash Payment] LF] 


| Date O.. Text Price = Adi Date Gal Text Price Ade | Date D.. | Text Price: Ady 
Moe. 1 A 24958 0 e. 1 Aom Hr.. nö Teds... 1 Brakas... 725 
Moo. 1 e 249,58 OF Eh. 1 Dinne A 17.00 
©0006. 1 Accomm. 24.25 
Fa OF 1 Breakfast, 725 
aor. 1 Dinner A.. 17.00 
Do7. 1 Accomm. 24 25 
[x] | > || T] >| |<] >| 
[C] fired Balance: 499.16! [C] fed Balance 0.00 [C] fined Balance: 0.00 
Ela 49316 EJ E ooo EJ c > o > E EJF 0,00 


(< JL > | [Lntetnvocs || check ow || More J( Edt )[ Post charges 


5.3.2 Structure of the Invoice Screen 

The invoice screen is divided in three sections: 

= The upper part shows the guest information and the total balance. 
= The middle part displays the partial invoice windows. 


= The bottom part gives a summary of the individual balances and the buttons for editing. 
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The middle section shows as per default two partial windows (in our example there are three for 
demo purposes), that represent the different detail invoices, in which one can view the individual 
postings. 


A "* “ sign in front of a posting text shows that the item was posted as fixed charge (a charge that is 
automatically posted at end of day closure). A" : “ sign in front of the quantity tells you that this 
posting is a package. On the printed invoice you will find additionally a "+“ sign in front of the 
posting text, if the charge was routed from a different room. 


Important: Right clicking in the area of the posted charges opens a context menu that lets you 
conduct further actions such as editing of text or amount; entry of cancellation etc. The possibilities 
are described more detailed in the section below. 


Even if more than 3 invoices were created for the guest, there are maximal three windows shown at 
the time. The arrow buttons < and > let you navigate to other possible invoices. On top of each 
partial invoice one finds buttons of the corresponding letters A - F, the names of the invoice 
address and the payment instruction. Directly beneath the windows one sees the corresponding 
balances. 


Tagging the checkbox täl fix below the windows gives you the possibility to fix the window, even if 
you use the arrow keys to see other windows 


If one clicks on the button of the invoice recipient (in the example "Jacobi" and "Siemens Roma’), the 
guest profile opens. If for a partial invoice no additional invoice address was created yet, clicking on 
the empty button conducts a profile search, in which one can select the desired address. 


Clicking on the payment method (here "Cash Payment’), one reaches the dialogue box “Payment 
instructions” 


A single click highlights the postings. If all postings are to be highlighted, one may just click on the 
letter of the partial invoice that is seen above each window. 


In the lower section the balances of the partial invoices A-F are displayed. If the field following the 
letter shows “0,00”, this invoice is either balanced or not created. 


5.3.3 Context menu of Invoice Screen 


If one right clicks in the area of a posted charge, the context menu appears. The possibilities of this 
menu are many, especially if you work with packages. 


Posting details Should the posting detail of a usual charge be opened, the window “Posting detail” 


appears. If it happens to be a package posting (identified by the “:” in front of the 
number), the window “Package/Split” opens. 


Bin An additional window opens that lets you delete and cancel highlighted postings. It is 
marke . ; ; ‘ 
pöstngs further possible to create a new package of the highlighted postings. Package and 
payment method postings can create new packages! Two other options are visible: 
Summarize to At creation of a new package of highlighted charges, enter a name and a 
package text. 
Delete alltax |f a tax exemption code is added for the guest or this reservation at a 
posungs later stage, all previously highlighted postings are deleted according to 
the defined tax exemption codes in System Data. 
Post taxes If a tax exemption code was added by mistake, this functionality allows 
for the delayed posting of the highlighted entries. 
oo This window lets you transfer the highlighted postings to the selected partial invoice 
Sines A-F, to the invoice of another guest, to a new account (transfer account) or to the 
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corresponding group master for group guests. 


Discount This item helps you to calculate and post the discount that was determined through a 
prior created discount code, before check out. If the discount was posted it is not 
possible to conduct a further discount calculation. “Reset discount calculation” gives 
you the possibility to post the discount for another time. The first discount posting 
remains in place. 


More... Opens the More... dialogue box. 

Edit... Opens the Invoice editing dialogue box. 

Check Out Opens the check out window. 

Info Invoice Prints an info invoice. 

Post Opens the posting dialogue box. 

Calculator Opens the default windows calculator. 

Retranslate If transaction accounts are created in different languages and if during a stay the 
tems 


language of the guest gets changed, it is possible to have for example charges in English 
and German language on the invoice. To have all postings in one language you need to 
highlight for example all German items and translate them into the currently selected 
language of the guest profile. 


5.3.4 Deleting Postings and Payments 


Only postings that are conducted on the actual date can be deleted. 


One highlights the posting to be deleted (one or more), right clicks and selects the option “Process 
marked postings” from the context menu. From there one selects the option “Delete”. 


Alternatively you may delete postings via the posting details (right mouse click on the charge “posting 
details”) and the button Delete. Deleting of charges is not done via reports (posting ledger). 


Please note, that deleting means to remove postings from the system. To be able to trace 
corrections of an invoice it is better to void invoices. 


5.3.5 Cancellation of Postings and Payments 


Postings that are not of the current date need to be cancelled. A deletion after end of day closure or 
for payments after cash register closure is not possible. 


One highlights one or more postings to be cancelled, right clicks on it/them and selects from the 
context menu the option “Process marked postings”. Then select the option “Void”. The postings 
are cancelled, meaning that automatically the corresponding negative postings are created. 


For payment method cancellation, a positive and a negative posting is done in the cash register. If a 
payment method has the character “Debtor” or “’Credit Card”, the posting is transferred to the 
debtor administration. In there both postings can be regrouped and cancelled, as the entry of the 
payment only needs to be controlled with the “real” amount. 


A cancellation can also be done manually: Enter per button Posting a negative value, either for the 
amount or the quantity and confirm with OK. Be aware that you enter the same transaction account 
as the one on which you wish to cancel. 


It often makes sense, to transfer postings that balance themselves on a not needed invoice, to insure 
that it is not printed on the guest invoice. 
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5.3.6 Editing of Postings 


Changes in amounts or quantity can only be done for postings of the current date. Through the 
posting detail (right mouse click on the charge — posting details) you may amend the total or the 
corresponding quantity. 


However it is possible to overwrite the description of all postings. If the posting detail of a usual 
charge is to be opened, the window posting details appears. If it happens to be a package booking 
(marked with the symbol “:” in front of the quantity), the window “Package/split’’ appears. 


5.3.7 Transfer from one to another partial Invoice (e.g. from A to B) 


To transfer a posting from one to another partial invoice, one simply highlights the posting and pulls 
it per drag and drop into the other window. It is also possible to transfer highlighted postings by 
using the green arrow keys in the bottom section of the screen. 


Further one is able to transfer highlighted charges through the context menu option “Transfer 
marked postings”. 


Opening of three or more invoices 


If one would like to open for example a third invoice, one pulls the highlighted invoice(s) per drag 
and drop on one of the green arrow keys of the corresponding letter. The system changes 
automatically the display from 2 to 3 windows. 


5.3.8 Posting Detail Charge 


Right clicking on a charge opens the dialogue box. Now select “Posting details” from the menu list. 


fr Posting Detail leg 


= © Aelerence: 80803 
E User prote APF 
F] lnberiace 1/0 Ca 


| Canca 
Y Posting is copied to history | eip | 
|_Delete_| 


(4 Onginal reservabon number PLSOR6I66P2 
Uh Poshng date: 07/03/06 21-57 
Th Invooce date: 07/09/06 
| Guest 228 Ward Steve 
fey Account: 201 Breakfast Resident Y 
Ta Poset GBF 7.25 1 000000 [vod] 
EE Posted with VAT 1/17.50% 
E Browse record 
T Amoun in information currency 2: 7.25 


Change posting tex! 


Ter: Braaktad Hesadert 
Add best: Change text | 
Sot pożing o change amount 
Qulp Pice 
Spit 1: 1 T29 T25 
Spit 2 D 0.00 0,00 Spit | 


The lower part of the window is to conduct changes. Editing of amounts is only possible on the 
posting day itself; editing of text can however be done on following days. 


On the right side you find four buttons that open further functionalities: 


Delete The posting is deleted. 


© 2006 protel hotelsoftware GmbH Page 8| 


Cash Register protel Front Office User Manual 


Void The posting is cancelled; a negative posting is done that is shown on the invoice. 
Change text The posting text is edited according to entry. 


Split There are 2 possibilities to split an existing posting in two parts: either split the 
amount or the quantity. First one enters the desired quantity and clicks on the button 
Split. An additional posting appears on the invoice and the initial posting is changed 
accordingly. 


Payment postings can of course only be split by amount. It is necessary that the cash 
register that posted the payment is logged in. 


As the split does not change the value of the posted charges, one may as well split 
other postings. 


Examples: 


Posting: |7 units phone at -,70 € the unit. 10 units are to be split for transfer onto another invoice: Change of the 
quantity by replacing |7 by 10 and click on the button ‘Split’; There are now 2 phone postings on the invoice (one of 10 


and one of 7 units.) 


Posting: Double room 220,- €, 100,-€ are to be split (as the company reimburses only the rate of the SGL room): 
Editing of the rate from 220 to 100 and click on the button Split; there are now 2 room postings on the invoice one of 


100 and another one of 120 €. If necessary the text can of course be changed to SGL room. 


5.3.9 Package/Split 


Packages comprise several charges (transaction accounts). 
The posting of a package can be done in two different manners: 


= By posting of a rate code, as it is possible to have the room plus breakfast, half board etc. 
included. 


= By posting of packages that are created through the transaction accounts. 


Example: A tennis package costs 48,- € and comprises the following transaction accounts. 
I5,- € Tennis court rental 
28,- € Personal instructor 

5,- € Drink 


This package can be posted as a transaction account and is different from a rate code that can only 
be posted through an end of day closure or through the functionality “Manual room posting”. 


A right mouse click on a posting gets you into the “Package/split” dialogue box. 
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Package / Split 


Tex "Logs 0770306 Am 214 | Change posting texi | 


Transter romito package 


Cu... Text Add. bext Curr Price Price ==- 
1 ‘Log: 07/0/06"... GBP 15000 150.00 Transfer from invoice 
1 "Breakin GBP 1500 DU] meeer 


Package value 
Arron 7190.00 


Spit entre Package 
C212 |aa 0 J] 
AATU: 
| Mark al J Deselect al | Enie Package 
In the upper section the text and the additional text of the package is shown the way it is to be 


printed on the invoice. Through overwriting and clicking on the button Change posting text on the right 
side the text changes are saved. 


In the part below one sees the included charges with their unity rates. Right clicking on one of the 
charges opens the posting detail. This way one has the possibility to work on individual charges of 
the package. 


Clicking on All or None highlights or de-highlights all charges. 


Transfer from/to package 


The button Transfer from Invoice lets you add previously highlighted charges of the invoice to the current 
package. They are then taken from the individual charges of the invoice (no longer shown/printed) 
and the package rate is increased accordingly. 


On the other hand one can take off highlighted charges off the package by clicking on the button 
Remove from package, this way the usual posting appears on the invoice and can be printed. 


Split entire package 


The total amount of the package can be split according to the desired parts by using the buttons 1/2 
(half), 1/3 (third), 1/4 (quarter), 1/5 (fifth), 1/6 (sixth). Using the button 1/6 splits away one sixth of the 
total amount and this does not mean that the package is split in six parts. 


If you wish to split a certain amount, enter this in the field Split amount and click on the button. 
In all cases the said charges of the package are automatically divided into parts. 


To delete a package or to void it, one uses the buttons Delete or Void. Same here: Packages can only 
be deleted on the day of posting; otherwise they need to be void. 


Posting detail within a package 


For charges that are shown within the list package/split, one may open the posting detail. This posting 
detail is identical to the one in chapter “Posting details”. Changes that are done through split, delete 
and void can change the shown amount of the package. 


Example: 
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At room rate postings a wrong amount was posted. The rate is too high and you wish to reduce the 
amount. If one splits a part via the package, the corresponding part is split in percent from all 
included charges. 


If the reduction should only occur on the room rate, one opens the posting details "Package/Split" 
with a right click. Then one enters the very charge through the posting detail of the charge that is to 
be reduced. Now you may split the corresponding part of the charge for which the revenue is to be 
reduced. 


5.3.10 Check Out / Post Payment 


| co i Post Payment Ed 


Nama Wand Charges: 1247.90 | OF. | 
toor pamens 7 
Invoice: Balance: 1247.50 | Help | 


Method of Paym Amaouri Additional text: Vaid Ex rabefOC Card holdes Add | 

Cash Pamen w 1247.90 100.000000 jds 

Cash Papment =| 000 „n Read OC 

Cash P sal 0.00 100.000000 ETa 

Lashraymernt w | DIREN t FEEN 
z CC trom profile 
| o.00 esa eof 


Lash Payment w 100. 000000 - 
Copes Irvoice layout 
| lacta ‘Invoice Standard w] 
TAA summarized by day j” | 
[7] Preview invoice Trice cunency | GBP set | 


In the upper left part one finds information on the name, room number and the invoice detail. On 
the right side one sees the total of charges, the payments and the according balance. 


To be able to enter several different payment methods, there are four rows in the middle section of 
the window, in which one can enter the desired payment method with the corresponding amount. 


Method of Selection of payment method, as per default it is set to “Cash Payment”, if there was 
Payment not any different method added from reservation for this very guest. Select the desired 
payment method from the pick up menu. 


Amount The total sum of the open balance is automatically shown and can be overwritten 
according on how the guest pays. If the amount is to be overwritten, the according 
difference is displayed in the next row and a different payment method may be 
picked. 


For payment in foreign currencies, the amount is automatically converted and 
displayed (according to the exchange rates created in System Data). It is of course 
possible to enter a higher amount (e.g. the balance is 72$ and the guest pays with a 
100$ bill), the change is automatically calculated and displayed in the next row. 


Additional text It is possible to enter an optional text that is printed on the invoice. If credit card 
data was created at reservation, the credit card number appears in this field and the 
following field ‘Valid’ shows the validity of the credit card. 


Ex rate/CC card For foreign currencies the added conversion rate is shown here; for credit cards the 
holder owner of the card will be seen here. 


Determine the number of copies by clicking on the buttons - and +. If the checkbox LŚ Preview 
invoice is tagged, the invoice is first opened on screen. 
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Layout of the invoice: 


If a different form than the default form is to be printed, it can be picked here. If a different form as 
the default one is seen here, it has been assigned via the functionality "Invoice print mode". (The 
condition for the use of different invoice forms is of course that they have been previously defined in 
System Data.) 


In the pick up box below you can change the print mode for this invoice. If an invoice form with 
different currencies was created, you can decide here which currency to use. 


If the guest has rented a safe, a reminder is shown during final check out. 


5.3.11 Interim Invoice / Advanced Invoice / Preliminary Departure 


If you click on Check Out in an invoice and the departure date of the guest is not today, a window with 
the following selection possibilities opens up: 


Check out before date of departure Ed 


|o o | 
j Canca | 
Pare 


Heb 


[nbesin brnaoice 


Acvanbed Invace 


Freimann Departure 


Interim Invoice An invoice is created that contains all charges posted up to date. The window 
“CO/post payments" opens up to enter a payment method. The payment is posted and 
the guest remains checked in. 


Advanced The outstanding room postings and the created fixed charges of this guest are 

telic automatically posted until his departure date. Further the window "CO/post 
payments" appears to let you enter the payment method. The guest is not checked 
out (During the following end of day closure the posting is of course not repeated). 


Preliminary The window "CO/post payments" opens to enter the payment method. After clicking 

SERALE on OK a security question appears to ask you if the reservation is to be shortened to 
today’s date. Answering with Yes lets appear the next question if the guest is to be 
checked out now. 


5.3.12 Edit Invoice 


The menu ‘Edit invoice’ can be opened through the invoice dialogue box with the button Edit as well 
as via the button More... in the navigator. For more info, please read on in there. 


5.4 Chance Sales 


Front Office + Cash register + Chance Sales 
Thanks to this functionality, you can issue invoices for “walk by” guests that are not inhouse, but do 
need an official invoice. 


The printed invoice is in no way different from the usual room invoice. All functions within the 
invoice dialogue are exactly the same and even the posting is done in the same manner. 


To create a walk by invoice, one needs to do the following: 
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= Clicking on the menu item “Chance Sales”, opens the dialogue box to search for a profile. From 
the search result you can select an existing guest profile. If no profile is available, you can create 
a new one. As one need to enter a name and no particular name is to be created, it is suitable to 
create the name “walk by”. 


= |f no cash register is active, the cash register selection window is displayed. Should several cash 
registers be present, a cash register number must be entered followed eventually by a 
password. 


= The dialogue “Post charges” is opened. In here you can post the charges. 


= After entry of postings and confirming with OK, you obtain the payment dialogue box, followed 
by the invoice printing. 


= For amendments select the button Cancel before confirming by clicking OK in the post payment 
screen. The invoice dialogue box is opened and further postings and amendments can be done. 
Via Check out you obtain once again the payment dialogue box. 


It is not possible to leave the “Chance sales”, without having entered a complete payment. It is not 
possible to leave an open balance for a “walk by” invoice. 


The invoice can be re-edited until end of day closure: If in the window "Departures" the option 
“Include departed guests” is activated and the checkbox L4 Acct. is tagged, the “walk by” invoices are 
also displayed in the list. Via the navigator menu you can handle all desired changes for this invoice. 


The “walk by” invoice obtains a usual invoice number and can also be opened later via the 
reservation history. 


5.5 Post Charges 


Front Office + Cash Register + Post Charges 


Thanks to this menu item, different charges can be posted to different invoices, without opening the 
room plan or the navigator menu. This functionality is especially recommended, if you want to post 
several charges one after the other onto different invoices e.g. posting of mini bar consumptions. 


| Post charees to guests invoices EJ 

Mame: [ward Comp [Siemens free f z he TEE Tota Balance 

ay: [ ‘rouge [ Det (11/03/08 1247.90 

Rem | 

Ronm TAS Currency Prices Ghty Text Addbhona ter Total Indice 

228 62807 | GBP | 1.00  1|Miri Bar | 1.00 A ~lie 

278 712 [cor lee 3400 4) Restaurant wine | Sac | 
GBP iw 000) 1 r gA »| 
GBP iw aw) 1 | 00 |4 | 
GEP w aw) | i omla w] 
GBP we] ooo; 1 | Imla xl 
GBP |e ooo) 1 | imla we] iy 

Use diferent biling dabe Total 


If no cash register is open, when opening ‘Post Charges’, the cash register selection window appears. 
A cash register number and a corresponding password activate the register. 


The post charges window is divided in two parts: The top one gives information on the guest data on 
whose invoice the charges are to be posted. In the lower part the actual posting is processed. 
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Room 


TAA 


Currency 


Price 


Qtity 


Text 


Additional text 


Total 


Invoice 


In here enter the room number to post to. Only numbers of checked in guest, hotel 

or group accounts are accepted. If you do not know the room number, you may also 
enter the name or the initial of the name. This opens the inhouse listing from where 

you can select the guest. 


Enter in here the transaction account on which the charge is to be posted. The 
number of the account can be entered directly. If you do not know the number, you 
can open a listing of all transaction accounts by pressing the Tab key. By entering the 


Cash Register 


letter the listing jumps to the first account that starts with this letter in the listing. 


| Fixed charges 


Search lemni was 


Tē: oo 
Hotet: RICH - Aichard’s Hotel, ASPO 24) London {2} w| 
Ord) 2.3.4: 
Account No, C Ueprice | Posting bo * 

Comicon WG. | 0.00 Commetion TA | 
Cor’. Package | g0 G... 31.00 Cord. Facka. 
Conference Package Bee G... 26.00 Conference .. 

| Coikage By G 0.00 Cokage 

| Dinner Children eli G... 0.00 Omne Chidren 
COmner Conterence ag G. 0.00 Drine Conte 

| Dinner Non Resident 2l2 | G... 0.00 ë DrnnerHon. 
Dinner Residen “ie G... 0.00 Dnne Residen 
Diner Suppiemarl 210 G 0.00 Drine Supp 
Denner Tour 213 G... 0.00 Ornar Tour 
Discount gothei 1 G. 0.00 OCtsequnt ober 
Entertainment Package .. 624 G... 0.00 Entertainer. 
Entertainment Package... B5 G... 000 Entertainer... 
Enletanrent Recharges AB G 000 Entertanreri 

| Equipment Hire Hired BH G... 0.00 Equprent Hi.. ka 


Activating the multicurrency functionality in System Data, lets you post a foreign 
currency on the transaction account. It is important in here that the correct 
conversion rate is indicated (see chapter "Exchange rates") 


Enter in here the rate of the to be posted charge. If there is already a default rate 
entered for this charge in System Data, it is indicated here. You may overwrite this 
rate if a different rate is to be posted to the account. 


Enter here how often the charge is to be posted. 


After selection of the transaction account, the description of System Data is 
displayed. This text is printed on the invoice. The description can be changed for the 
individual posting. 


Inhere you have the possibility to enter an additional text that can be printed on the 
invoice, according to creation of the invoice form. 


This field indicates the total sum to be posted for the charge. It is calculated by 
Quantity * Price. 


As per default the invoice “A” is taken for the posting. You may select a partial invoice 
from the pick up menu to post the charge to. If an invoice routing has been entered 
for a particular charge, it is considered, even if at posting the invoice A is displayed. 


Negative postings can be created by setting a minus sign in front of the quantity or the price. 
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The field "Total" displays the sum of all charges to be posted that is calculated of the total amounts of 
the individual postings. 


5.6 Cash Register Posting 


Front Office + Cash Register + Cash Register Posting 


Thanks to this functionality it is possible to post internal hotel expenses. 


It often happens that Front Office needs to pay a supplier invoice directly, that the hotel shuttle 
needs to take fuel or that a flower arrangement is needed for the entry hall. It is also probable that 
one needs to take out received money from the register (e.g. to send it to the bank), without having 
to conduct a cash register closure. In these cases the money is taken off the “house bank”. 


To reduce the cash float as well in protel HMS, this cashier expense is entered via the house bank 
and therefore the cash float is reduced without changing the revenues. It is not possible to post on a 
guest account from the hotel bank. 


Different hotel bank accounts can be created in System Data. 


cA Cash register inventory Lil ole 

Register: Stock, -2068.20 
Froen: ef AU To 220s 2006 | Search | 

Receipt Receipt... | Cashr. Dake Period unr Amount Account Account |œ 
2% 22/03/05 1 24/03/06 1851 GEF -20,00 10 Fuel 

Zi 220306 1 e703 ii? GBP 300,00 10 Fuel 

od? 2203/05 1 22/03/706 0236 GBP 500,00) 0 

230 ANS 1 22/03/06 Tks GBP 130,00 0 

Fas 2/03/06 1 22/03/08 = 17:78 GEF oz 00 D w 
£| } 


Receipt date: 22/00/2006 


Type Cash Paymert Eaa 
Account v | 
Amount: 0.00 


Tent Post 


Receipt no.: | Seach | C] Consider date when seraching receipt 


The upper part of the dialogue box shows information on the inventory of the cash register. 


Below you have the possibility to search for posted items within a particular period that are shown in 
the listing with all corresponding information. 


To create new postings, please fill in the entry fields of the lower part of the window: 
Receiptdate The current protel date is set automatically. 


Type Select a payment method from the pick up menu. As per default it is set to “Cash 
Euro”. All payment methods can be chosen that were created in System Data as 
“Inventory of cash register closure”. (Contact protel hotelsoftware GmbH in 
Dortmund before making any changes). 
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Account Enter the internal hotel account. This field is mandatory. 


Amount The amount that is paid in/out the cash register. For pay it has to be entered as a 
negative amount. 


Text Free text that will appear on the cash register ledger. 


Receipt no. The receipt number can be entered manually. protel verifies if it is already attributed. If 
this is the case, protel applies a new receipt number. If the field is left empty, protel 
will as well apply a receipt number. 


Post the item by clicking on Post. 


If you wish to void the posting, highlight it in the above list and click on the button Void. The 
corresponding amount is posted and appears as a negative amount in the posting list. 


It is possible to search for receipt numbers by entering the number in the entry field and further 
click on the button. ..... Tagging the checkbox |] Consider date when searching receipt, shows only postings of 
the entered date. 


Postings that are done via the hotel bank are displayed at cash register closure on the cash ledger. 


5.7 Cheque / Currency Exchange 


Front Office + Cash register + Cheque / Currency Exchange 


| Cheque / Currency Exchange Eg 
webu CANS s| 36060000  CAN$ 500.00 
Wast | Cash Payment +| 100000000 GBP 1386.59 
minus COMMISSION ih Pence 0.000 GEF 0,00 
Cash out: GBP 1386.58 
Text: 
Fiir receipt: 
[e] Print Copies: 2 
Pont recepta with boom Lunrency Exchange + | 
Guest | from hotel | 


a ee = 


[o [cocel] è Hee | [a] 


At conversion of foreign currency to the local currency, the cash float is changed. To register this 
change, it is possible with this item to cash out the amount in local currency and to pay in the 
amount in foreign currency. 


We buy The pick up menu lets you select a payment method previously created in System 
Data. The exchange rate assigned to this rate is shown in the next field (see 
chapter "Exchange rates"). In the following field enter the total foreign currency 
received. 


We sell The pick up menu lets you select the payment method that is to be taken off the 
register. As per default, Cash is suggested in the corresponding local currency. 
The following exchange rate corresponds to the rate of the Euro. The amount of 
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percent 


Cash out 


Text 


Print receipts: 


protel Front Office User Manual 


currency that is taken off the register is automatically calculated. 


Entering of exchange commission. The first field is for the entry of the 
percentage; the second field displays automatically the amount calculated. It is 
also possible to enter a fixed amount for the commission. Standard values can be 
created in System Data. 


Amount calculated from currency exchange minus commission. 


If an additional text is to appear on the receipt (Room number, guest name etc.) 
one can enter it in here. 


A currency exchange form to be printed can be created in System Data. Tagging the checkbox 
Print starts this printing job. 


Enter the number of copies and select the form to be used from the pick up menu. You may enter 
the guest name or select it from the inhouse list. To do so you open the inhouse list by clicking on 
the button from Hotel. 


The button History displays all created currency exchange receipts of a period containing the 
corresponding information. A double click on the individual receipt lets you open it up again. 


5.8 Exchange Rate 


Front Office + Cash Register + Exchange Rate 


ip) Foréelen currencies 


Cheque/Curency exchange e| ok ] 
100GBP= GBP Lanca 
100 G8F= USD Sr 50000 
100 GBP= EUR 56.06000 
100 GEF= AUS$ 71.447000 
100 GBP. CANS 36.060000 
100 GBP. Rand 5.655700 

0.000000 
0.000000 
0.000000 
0.000000 | 
Lest no.: Updatect 04/1144 


a | 


In here you may enter the foreign currency rates. 


Since the Euro conversion, the exchange rates of the European Union countries are fixed. The 
currencies of other countries need to be updated on a regular basis. 


The pick up menu in the top section lets you select different functions. 


= Cheque / Currency exchange: Shown as per default at the opening of this dialogue box. Entry of the 
exchange rate is done via menu item "Cheque/Currency exchange". 
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= Posting charges: Rate to be applied for posting of charges. This rate is used for the assignment of 
foreign currencies to transaction accounts, split tables, fixed charges, rate codes and the 
dialogue box "Postings". 


=" Check out: Exchange rate entry for payment postings in foreign currencies. At check out it is 
possible to select a currency for the invoice print out. The in here entered rate is used. 


Reason for this subdivision is that it is already possible at this stage to assign different exchange rates 
to different actions. 


Examples: 
= The exchange rate for expenses is lower as it concerns an internal posting. 


= The exchange rate for guest currency conversion is set higher because it is considered as an 
additional charge/service. 


= The internal posting in protel HMS is done in local currency. The revenue reports and statistics 
are continuously handled in EUR (local currency). 


The field “List no” lets you enter the number of the listing that served as base for the latest up date. 
The field “Updated” is automatically filled by the system. It shows the date of the last rate 
amendment. 


5.9 Cash Register Closure 


Front Office + Cash Register + Cash Register Closure 


This functionality lets you close the cash register. 


The cash register is used for each revenue and payment posting. This means that the opening of the 
cash register is done with the first posting after starting of protel. You have the possibility to have 
several cash registers that can be selected in the pick up menu of the opening screen. 


It is also possible to assign each user with his own cash register. Therefore the cash register opens 
automatically from the moment the user logs in. Please find the configuration settings on this process 
in the System Data User Manual. 


If protel Front Office is closed down, the cash register is automatically deactivated. However there is 
also the possibility to deactivate the register via the button “Deactivate cash register” in the icon 
row. The cash register closure does also close down the register. 
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| Close Cash register 
Reg Na.: l Passwd | 
Tem Janet Guthrie Last closure ref: ae 
Inventor of all cash-lype methods of payment 
Type Start foal Old margin Balanca Counted Hew margin Cash out 
CANS 0.00 0.00 450.00 0.00 450.00 0.00\ S 
Cash Payment 0.00 0.00 601.00 0.00 4601.00 0.00 
0.00 0.00 0.00 0,00 0,00 0.00 
0,00 0.00 0.00 0,00 0.00 0.00 
0.00 0,00 0.00 0.00 0,00 O00 aye 


Printing pce to Cel Laces Printer 1700r | Fiepols belge closing cash accounts 


Report Daka Pe... Text Amount Add, text User 
Cash regiter closure report gaia (S06 CANS 450.00) 450.00 Protel 
Cash register closure booking report O8/03.. 1&3 Cash Pay. 1.00 Protel 

087/03... 08599 Cash Pap. 600.00 Protel 


| Cancel] (Stat Cakultor || Balance allmargine 


The upper section of the window supplies information. The cash register number is displayed; the 
description of the register, as well as the last closure reference number. If the register has been 
protected with a password, please enter it here. 


The second section contains the listing of all payment methods for which the cash float management 
of cash register closing was activated in System Data. Only payment methods are displayed that were 
used in the last day closure: 


Type Display of the payment method for which postings have been processed. 
Start Float Beginning cash float or inventory (determined in System Data) 

Old margin The cash register closure process with a new margin creates an old margin. 
Balance Total sum of all posted payments of the entered payment method. Deposits, 


invoices/check outs as well as cash register postings and currency exchange are 
added to the Start Float. 


Counted Entry field: As a confirmation the amount is entered that is physically in the cash 
register. This amount should correspond to the balance amount, to avoid a new 
margin. In case of a difference on can ask to see a cash ledger by clicking on the 
button Reports before closing cash accounts to compare all done postings and conduct 
eventual corrections. 


New Margin The new margin is the difference of the stated balance amount (computer 
calculation) and the, to be entered, counted amount (physical count of the register 
and entry of amount). 


Cash out The value amount that was taken off the cash register and that was for example sent 
to the bank or put into the safe. A corresponding ini entry lets protel automatically 
calculate the cash out, using pay ins and expenses and the cash float. 


The field bottom left lists reports that are printed as of cash register closure. 


The listing beneath, shows all payments, that calculate the balance of the individual payment methods. 
Negative postings are shown in red (Void payment methods). 
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The button Start Calculator opens the Windows calculator. The button Balance all margins lets protel enter 
the values under COUNTED so that all differences (old and new ones) are balanced. 


General Note to the manual correction of cash register margins 


It is possible that there is already an existing entry in the new margin field at opening the dialogue 
box “Cash register closure’. This margin exists due to difference of balance and counted amount. If 
payments were posted, the balance is increased, but the counted amount is set to “0,00”. Entering 
the counted amount (to the level of the balance amount) brings the difference back to nil. 


If, at cash register closure, the counted amount is entered differently from the balance amount, an 
old margin is created. This means that the difference is reported to all following cash register 
closures. 


At entry of a “wrong” amount, the new margin starts to blink in red and after confirmation with OK a 
message window opens, that tells you once again about the created difference. At this point it is still 
possible to interrupt the process to conduct a correction. 


If, since the last closure, there is already an existing difference (in the field “Old margin”), then the 
value of the current difference is added to the value of the old difference. 


"Old margins” remain in place for as long as they are not specifically taken off by a posting. 


For correction of the difference the button Balance all margins can be of help. This way the balancing 
sum is entered in the field of the counted amount. A new margin is created to balance the old 
margin. 


The amount that is entered through this button in the counted amount field can also be calculated. 
The formula would be: Balance / Old margin. 


Example: 
The old margin is - 1000,- and the balance is 500,-- 
500,00 ./. —1000 = Counted amount | 500.- 


The entry in the field should therefore be 1500. 


Be aware that at setting of automatic cash out, the field can not be filled by clicking on the button 
balance all margins. 
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5.10 Deposits to be Paid 


Front Office Cash Register Deposits to be Paid 


a Deposit management og 


Reservation Arrival Denar... open per date Paymenks Due 
Sage 12,04 17/04 300.00 SOO.00 0711/05 
ABB14-15 17704.. 18704... -500 00 S000 14/04/05 


Total of all deposits payable per today: 600.00 


Evaheale diferent dete 


This functionality lets you control the entries of requested deposits. 


All reservations appear in the listing for which you are to receive a deposit on the same day. Open 
deposits (=negative value) are highlighted in red. 


As per default the current day is shown. However it is possible to open deposit requests for the 
following days. Changing the date or clicking on the button ... lets you pick the desired date. Clicking 
on Compute refreshes the listing. 


A double click on the entry opens detailed information on the corresponding deposit. The window 
“Deposit” of the dialogue “More...” of the navigator menu opens up to allow you to post the 
payment entries. 
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5.11 Invoice History 


Front Office + Cash Register + Invoice History 


EB invoice history = be 
Fiter — 7 
lire. Ae | 


Hame: 


Deptdae 06/02/06 m 


Fiscal code: | r | | Start seach | Reset hite 

Inite F-Code Date Mame Payment Charge Comment 
3713 OF 03/06 ABB 120,00 120.00 

3720 OF 03/06 he Kinsey Ma -100,00 100,00 

Tel OFF0306 Smith -150.00 150,00 
| 3722 06/0306 Fala 0.00 0.00 
| 3723 08/03/06 Lambe -607 00 607,00 
| ded Dars Gae n.00 000 epost in.. 
| 375 pege Did \Wawereley 0.00 0.00 Deposit in 
| diab 08/03/06 Old Wavereley 0.00 0,40 

Mer JA06 Jacobi 1247.50 1247.90 


alate Senden 
[ok ][ cance [Help] | Frintepoa | Check for unprinted invoices 


This functionality enables the fact to view and print all ever created invoices. 


The listing displays all invoices. Entering an invoice number, a name or a date (date of invoicing) and 
further clicking on the button Start search, displays the wanted invoice. Clicking on the button Reset 
Filter all filter options are taken off. 


If an invoice is highlighted by simply clicking on it and one then uses the button View invoice form, the 
invoice is displayed on the screen. Clicking further on Print invoice form lets you print the invoice 
without previewing it on the screen. 


If one wishes to see or print an exact listing of all charges that were posted on the invoice, it is 
possible to do so by clicking on the button Show details. 


Through summarizing of charges on an invoice to a package or overwriting of texts, there is often 
not enough information on the actual charges of the invoice. This is why one finds the transaction 
account that was used for the posting of the charge. 


Void Invoice 


The button Void invoice is for the correction of an invoice, if the check out is not today. As always the 
total invoice is void, but you may determine which invoice items are to be reposted. 


Opening of this functionality, lists all postings that were present on the invoice. The different 
transaction accounts that are included in a package are displayed separately. The name with which 
they appear on the invoice is shown in the field “Package text”. 
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E Void invoice 3721 led 


| Post. date Inv. date Mame af .. Qua... | No foou Text Aad, | 


-n a -esme oo 


‘(Fase goy Smh FFT Accommodation "Loge TE 
| 07/03706 07/0346 Smith 1 Cash Pamen Cash Pay... 


[e] 
Total changes: 150.00 


Marked tems total 150.00 [C] Post marked iteme to mew invoice 


[ok _ [Cancel _| LA i [None |] aka [Void invoice | 


Below the listing the total of all charges and the total of the marked items are shown. 


If you wish to post correct items again on the new invoice, highlight them (the buttons All / None can 
help you on that) and tag the checkbox |“ Post marked items to new invoice. 


Then click on the button Void invoice. A message appears in which you need to reconfirm the process. 
An invoice is produced that voids all the postings of the initial posting, inclusive of the used payment 
method. 


As told in the message box, the void invoice is done on invoice “A”. The postings that are eventually 
newly posted will be done on “B”. The posting date of these items and the new invoice, will be the 
date of the voiding of invoice. 


invoice mx] 


Name: Smith Comp.: Foon: 8500 An, O8/09/06 Total Balance 
City Groupe Dp 08/03/06 150.00 
Fem: 


(Al Smith Cat Payment CB) Smith Cath Parner | 
Date D.) Tex Price Add, best CUT. Date | Te Price Add. bext Curr, 
Oo. -1 “Loge 100) Of YOG0Am... GBP Tae. 1 150.00 OF U3406/Am.... GEF 
© gg 1 Cash Pay, 150,00 GBF 


0,00 D ooo EJ E ooo EJF 


[C [Ca] 


The invoice B can now be edited, which means that you can add or take off postings. 


Clicking on “Check out“ of the invoice "B" and entering the payment method, the invoice is finally 
closed. 


Note: 


If for an invoice, the message “receipt not printed yet” is shown, it concerns invoices that have not 
been printed at check out. Those invoices are nevertheless listed here to obtain a complete listing of 
invoice numbers. At end of day closure protel controls automatically if no invoice was printed for an 
invoice number and enters the invoice number in here. The form is not saved as it has not been 
created. 
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lf this verification should not automatically happen at day’s end closure, one can click the button 
Check for unprinted invoices. 


5.12 Accounts Receivable 


Front Office + Cash Register + Accounts Receivable 


The accounts receivable administration works on a client base. All guest expenses are automatically 
noted on his account. 


The most important reports (Post payment and Payment history) are firmly integrated in the 
administration and do not need to be opened via the office reporting. The commission registration is 
integrated; this means that credit card commission or other discounts can be directly registered by 
the protel accounting. The automatic print out of account statements is supported. 


The different sections of the accounts receivable are divided in tabs. 


5.12.1 Accounts 


Accounts receivable Jog 


Accounts | Post Payment | Payment Hitoy Aleminders) Data Exchange Forme | Settings 
Hotet =| RICH - Richard's Hotel ASPO 24! London [2] 


170+ days | | 
S86 | 


60-90 d... 
0.00 


0-30 days 
0.00) 


acc... * Name 
VISO01 = Viet Scotland 


JAFO) days 
0.00 


0-120... 
0.00 


WESO04 
WwESOO5 
WLJODI 
WOTOO 
way... 


Wed Loa Trams Ltd 
Westinghouse Signal 
Wi Europe Tour Ope.. 
Woi com 

Wet Cro, 


0.00 
oog 
0.00 
0.00 
0.00 


LLOU 
0.00 
0.00 
aig 
0.00 


LOU 
O00 
O.00 
O00 
0.00 


0.00 
0.00 
0.00 
0.00 
0,00 


340.68 
210.80 
507.50 
1158.00) 
50.00 


20637.19 
obs? 49 


0.00 
0.00 


0.00 
0.00 


0.00 
0.00 


S100. 00 
BO. 60 


Total credit cards 
Total debtors 


566553.68 [e 
> 


0.00 0.00 0,00 


960) 60 


Tota 


This tab gives you an overview on all accounts that hold open amounts. In the title they are detailed 
by name and the open credit amounts are classified by 0-30 days, 30-60 days, 90 and more days. The 
last column displays the total amount for the open credit account. 


Guest accounts are named with a combination of a "K" and a number; Credit cards (Character CC of 
System Data) are marked with "Z". 


Below the guest accounts you find the total amount for the debtors and the credit cards. The general 
total is to be found in the last row. 


The buttons have the following functionalities: 
All Highlight all displayed accounts. 
None 


De-highlight all marked accounts 


Pre-assigned 
accounts 


Automatically all accounts are selected that are marked with the option “Send 
statements if balance” or “send statements even if zero balance” in the guest profile. 
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A monthly statement can be done by pressing of 2 keys. 


Print Prints a form that was defined in System Data for the highlighted accounts. 
statements 
Refresh Refreshes the display. Only necessary if open items were settled. 


Print analysis | Using this button generates a report that analyzes the open items according to the 
aging. 


5.12.2 Post Payments 


The individual expenses can be handled in this dialogue box. 


ie Ac counts receivable bs iota 


Accounts Post Payment Payment History | Reminders Data Exchange Forme | Settings 
Select accourt EE m; 
Account | WOTOD Wot com al irmgice ~] | 


Name: | Wotif.com ABINGDON |) Hotel RICH - Richard's Hotel, ASPO 2AJ Lo || 


Date Tsn: dg... | Name of quest oe Ors 
31710702 3110702 Wenza, Ms, Hebe., G | 110.00 
AAU 2610/02 Fiati, Fir, Ereti:6... 148. 148.00 
BAG 130/02 


aS a 2602 Hallett Peter Mr E.. 
2812/02 28/12/02 Fang John A Mr 


Post papmert 
Bacs s | 08/03/06 SO.00 Paprmenl 


Commissio 
Balance: GEF 1158.00 


Select account 


To be able to open the corresponding account quickly, several selection possibilities are made 
available in the upper section. 


Account Selection of account number, combined of the letter "K" and the number of the guest 
profile. Credit card accounts are shown with the letter "Z". 


Name Selection according to the invoice recipient’s name. 


Invoice Selection according to invoice number. The date and the amount are also listed; 
sorting is done according to the invoice number. 


Amount (next to the pick up menu “Invoice’”’) Selection of the amount. Date and invoice 
number are also listed. 


To gain a better view, the checkbox |“ display paid off debts is not automatically tagged. This way only 
open debtors are shown. Tagging this checkbox displays all paid off debtors in gray color. 

Post payment 

After selection of account all open invoices are listed. 


The first pick up menu shows the payment method that was set in System Data as “no cash”. The 
date corresponds to the day of the posting. If a different currency is assigned to the selected payment 
method, it appears automatically in the currency field. 
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The following field shows the payment made. If only a partial payment was done, it is entered here 
and the remaining amount stays as open amount. The next field always shows the word “payment”. If 
needed you may enter an additional text to it. 


lf a commission or a discount need to be posted, you may enter the amount in the field 
“Commission”. Enter the amount in the first field and select a corresponding transaction account 
from the pick up menu next to it. 


Please note that for commission postings only the reduced amount is to be entered as received 
payment. The remaining amount is posted for the commission. A negative posting is then done on 
the corresponding transaction commission account. 


The posting is done by clicking on the button Pay off. The following window displays once again the 
entered data. Confirming the window, proceeds with the posting. If you reply No you get back into 
the post payment screen where you may do further changes. 


Paid off debtors are shown in grey in the listing of open invoices or are no longer displayed, 
depending on if the checkbox l¥/display paid off debts is tagged or not. After a certain time they are 
deleted from the accounts receivable. The payment reception can nevertheless be verified. 


Note: Pay attention to the fact that an account receivable is actually posted in the received currency 
to avoid unnecessary differences. As posting text you may for example put the account statement 
number that is noted on the payment to facilitate later verifications. 


Not assigned payments 


lf a payment is received that is higher than the account receivable, the payment can be posted and a 
credit remains in the accounts receivable. The assignment can be done with a future invoice. 


lf, by mistake, during a payment posting, the account receivable has not been marked, the entered 
amount is not displayed as assigned payment in the account. 


An assignment happens by marking the not assigned payment and the account receivable. Now right 
click on the assigned payment and select the item “summarize to batch” of the context menu. 


This way the amount is assigned to the debtor and the total account receivable is reduced. Should 
the not assigned payment balance the account receivable, it will appear as paid in grey. 


The context menu offer further possibilities of editing: 


View invoice form XXX The invoice form is opened that can also be obtained via the invoice history. 


|’ 


View invoice details XXXX Shows the individual postings that were done on the invoice. The “rea 
postings can be seen here as the possibility exists to regroup postings to a 
package or to rename them. 


Void invoice XXXX Possibility to void invoice completely. Read as well in cash register “Invoice 
history, Void invoice”. If a correction was done the initial and the void 
invoice are displayed. They can now be summarized and reduce the 
outstanding amount of the account. 


View profile ABC From here you get into the guest profile 


Create void invoice If an invoice needs to be corrected (e.g. wrong room rate was charged), 
you get directed into "Chance sales invoice" that already opens a guest 
profile and payment method. Inhere you can handle the postings 
accordingly. If the amount is to be reduced, a negative posting has to be 
done. No new invoice can be printed that contains automatically the 
amendments. The created posting can be summarized with the open 
account receivable (see below) so that the account shows the exact 
amount to be received. 


© 2006 protel hotelsoftware GmbH Page 99 


Cash Register protel Front Office User Manual 


Edit comment A comment can be added for the highlighted debtor. 
Select status A status, created in System Data, can be added for the account receivable. 
Transfer marked debts If this functionality is selected, a highlighted AR can be transferred to 


another account or guest profile. The assignment is done through the 
"Search profile" dialogue box. 


Transfer marked debts to If a debtor is paid by credit card, it is possible within the accounts 

group ACCOUN receivable to transfer the payment to be received to the corresponding 
credit card account. A window opens that offers all credit cards. They can 
be selected by a double click. 


Created summarized 
invoice 


Print report From here you can print individually an account statement of all receivables 
for the account. 


This account: print today’s |f pay offs were done on the current day, it is possible to print a listing on 
pay ous that. Especially for summary accounts (credit cards) this print out can be 
used for verification purposes. 


All accounts: print today’s pay If all pay offs were done, there is no need to open the reporting section to 
on obtain the print out of today’s pay offs. You may start it right from here. 


If 2 debtors are highlighted the context menu is extended: 


Summarize to batch The regrouping of debtors to one batch helps the summary accounts to a 
better assignment of individual invoices. A batch is displayed with a Sum 
sign in front of the invoice number. If several credit card postings are 
highlighted and regrouped to one batch, those postings are shown in blue. 


To edit an existing batch, right click on the highlighted posting that opens 
the menu: 


Mark Batch 191 with total of 11.00 
Release item(s) Fram batch 
Expand batch 

Close expanded batches 


If all postings of the batch shall be marked for further editing, you can do so 
by using the first option of the context menu. 


Postings that do not or no longer belong to the batch can be taken off. 


“Expanding batch" lets you open a closed up batch and this way individual 
postings become visible. Later on you may close it back. 


5.12.3 Payment History 


All payments that were created through postings of payments to be received are displayed in here. 
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io Accounts recetvable 


Accounts | Post Paynent| Papment Hitoy | Reminders | Data Exchange 


Ferid: 
Ħabel: 


D... 
08/04/06 
03/03/06 
Ler: 
08/03/06 
03/03/06 
08/03/06 


Ose 8 UGA0G/06 


E Payments 


[RICH - Richard's Hol | (©) Payed off debts 


Tx. di... 
08/03/06 
OBA03/06 
DEO UE 
OB0G/06 
08/03/06 
DBADG OE 


In. 


H.. 


9999 


FTA.. 


39 


3995... 
3994... 


Account 
Yipak, 
YWenuest Etg 


Standard Lit. 


Shanda Lil 
F lle Everts 
Capta Group 


Text 

Bacs Payment 
Bacs Payer 
Amencan EMELE ... 
Cheque Payment 
Cheque Paynerit 
Cheque Payment 


Selb: 


Cash Register 


| Retesh = | 


Aricent 
60.00 
635.60 
“800,00 
£975 
eo BF 


Amount... 


0.00 
635,60 


“900,00 
“Fo 00 


23.79 


“25 67 


Determine the period for which the payment entries are to be shown. 


The display shown above corresponds to the payments of the analyzed period. Regrouping of 
different open items (pay offs of credit cards) does not let you see the different paid off charges. If 
the checkbox L¥J payments is tagged instead of the checkbox LY) paid off debts, all individual accounts 
receivable of the stated period appear. 


If you change the filter function you need to click on the button Refresh to renew the listing. 


Note: The entry under "Accounts" " AR" means that a summary has been done and that an internal 
account posting has taken place. 


5.12.4 Reminders 


All accounts receivable that are due according to the definition of reminders or after reaching of the 
due date of the very reminder level, need to be reminded of payments to be made. Optionally the 
filter date and the filter reminder level can be changed through the corresponding fields. To display 
also all payments to be received that are not due yet, tag the checkbox |“ show all. 


Requests for payments that should not be reminded are shown in red. This is done via the 
assignment of the corresponding reminder in the guest profile. 
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Ej Accounts receivable 


_Accourits Post Payment | Payment History, Reminders ‘Data Exchange Feems | Setbngs 


Accounts with open balance la 


To remind, date: 


Hotel 


ËC a: 


E.. 
K, 

K.. 
E 

A.. 
A.. 
A.. 


Acc.name 


Harvey Micho .. 
Harvey Michols .. 


First State [rire 


Procurator rec... 


Procuratoe Fise 


Royal Bank. OF ... 
Royal Bank OF... 
Royal Bank Oi... 


EAS 


Remmders: Ail 
RICH -Aicha z Hotel, ASPO 241 Lonely [2] 


Hame 


Harvey Nichols .. 
Harvey Nichols: .. 
First State Inve. 
Procurator Fisc... 


Procuratot Fisc 
Royal Bank of .. 
Royal Bank ot.. 
Royal Barik of .. 


Irv, 
ñ 

i 

ü 
Tob 
1562 
3118 
3044 
2057 


~| C] show all 


Date 

06/05/02 
TAR 
18/11/02 
Ta 
16A 2/2 
10/01/703 
14401703 
06/01 03 


| 


isuest 


bl ange... 


Tow, .. 
FIRST 


Lunine. 


Wheel 


Aosa.. 


ÞicBa... 


Boyd.. 


Curr, 


GBP 
GBF 
GEF 
LEF 
GBP 
GEP 
GBP 
GEF 


protel Front Office User Manual 


max] 


Ämaunt 
126.40 
96.00 
638.00 
312.00 
108.00 
175.90 
367.17 
107.50 


amo A 


k 


Clicking on the button Show Ol report displays a list of all open items on the screen with their entry 
dates. The button Remind activates the reminder process for the highlighted items (see chapter 
"Reminders"). The button All lets you highlight all items at once; the button None de-highlights all 
previously marked items. The Rem. history lets you reopen already done (sent) reminders (see chapter 


"Reminder history"). 


If you right click on one of the items you obtain the following context menu: 


View invoice form 


XXXX 


View invoice details 


XXXX 


Edit comment 


Select Status 


View profile xxxx 


5.12.4.1 Reminding 


The invoice form is opened that can also be obtained via the invoice history. 


Shows the individual postings that were done on the invoice. Due to the 


possibility of regrouping postings on an invoice to a package or to rename them, 


the “rea 


|” 


received. 


Remind debtors 


Change reminder bevel and reminder date 


Gy) 


Pairk reminders 
Histan comment: 


Copies: 


1] incese reminder evel after print 


9 SS 


Remind marked debtor 


The open payment request can be edited in this dialogue box. 
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postings can be seen here. 


From here you get into the profile of the guest. 


Inhere you may leave a comment for a highlighted debtor. 


A status that was created in System Data can be left here for the payment to be 
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Change reminder level and date 


+1 


Rem.date set to: 
Remind marked debtor 


Do not remind anymore 


Print reminder 


History comment 


Copies 


Increase reminder 
level after print 


Print 
Print with preview 


Create only 


Increases the reminder level. 
Decreases the reminder level. 


Determines the reminder level pertaining to the level entered in the entry 
field. 


Sets the reminder to the entered date 
Marks the debtor as reminder or adds a reminder date. 


Marks the debtor as ‘not to remind’ (set in red in the listing) 


The reminder texts are saved in the guest profile under "Letters". The entered 
text appears in the entry field. 


Determines the number of to be printed copies. 


After printing of reminder the level is increased by one step and changes the 
reminder date accordingly. 


Print of reminder 
The reminder is shown on screen and can be edited 


Generates a reminder without printing it. Can be opened with the reminder 
history. 


The selection of the reminder form depends on the definition in the dialogue box “Forms”. protel 
considers at printout the language of the debtor as well as the highest reminder level of the selected 
payment request of each account. All printed reminders are kept in the reminder history as well as in 
the letter history of each profile. 


Reminder process 


In the listing of the open payment requests, the individual items are highlighted. It is possible to 
highlight all open items for which reminders are to be created at one time. 


For all open requests with different guest profiles a proper reminder is created. 


If the same guest profile is attached to different open items, they are listed in one reminder form 
(according to form creation in System Data). 


Clicking on the button Remind the remind debtor dialogue is opened. 


The checkbox l+ Increase reminder level after print should generally be tagged, as the reminder level and 
date are automatically increased in this way. 


Afterwards the button print lets you print out the form. If the reminders are to be previewed on 
screen first, the button print with preview needs to be clicked first. 


5.12.4.2 Reminder History 


Displays all already created reminders with their corresponding date. If a reminder has only been 
created in the dialogue box "Reminders" it can be printed from here. 
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| 

| E) 

1 

i r 


History of reminders created 


Filter 

Views from amas [a] | Search | 

Date Refer... Manne Amount Form Text 
22/03 R822 Mile 250,00 2 lennder 
22703... K45d6 AMIC 300 1_ reminder 


(aka | Cancel | | All | Hone | | Dele | 


Define the filter by selecting a date and click on the button Search. You may now highlight one or 
more reminders in the list (the buttons All and None can help you with it) and print or delete them. 


5.12.5 Data Exchange 


Automatic posting of payment entries per data exchange as well as print of payment slip (Suisse 
version). 


5.12.6 Forms 


The in protel System Data form administration defined forms are assigned in here to the 
corresponding reminder level and languages. This way a valid form can be selected during reminder 
of account statement print. 


This listing shows the various forms. The type corresponds to the reminder level. This is already 
assigned in System Data but can also be done in here. The statement has to be created in System 
Data under reminder level “0”. In the accounts receivable the type ‘statement’ is assigned. This way 
you may send account statements instead of reminders (see chapter "Accounts") 
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E] accounts receivable Jog 


Accounts | Post Payment || Payment Histo | Reminders | Data Exchange Form: Settings 
Feima used io reminders and Halements 


Type Language Form 

Renendes U English Render] 

Remnde: 1 English Remndere 

Remide 2 English Reminders 

Statement Enghsh CAR Statement of account 
Remmert > Ena Oe OR ies 
Statenverit Ereglish LAR Statement of account 


Fem. klewet 4 a| 


Language: Engish d | 


Fon 


To create a form one selects the reminder level from the pick up menu. The language assignment lets 
you use letters in foreign languages. This means if in a guest profile the language ‘English’ was added 
and the reminder text exists in English, this text is automatically selected for the reminder of this 
profile. 


To create a new form, select a reminder level, a language and the corresponding form and click on 
the button New. To edit an existing form, highlight it, change the entries and click on the button 
Change. Highlighted forms can be removed from the listing by clicking on the button Delete. 


5.12.7 Settings 


mun Fae 
Accounts receivable ata 
Accounts | Post Payment | Payment History | Reminders | Data Exchange | Foems | Setngs 


Delete paved off debts 
automatically with EOD 


90) days alter payment 


Stat Reqganization 


protel HMS reorganizes the completely paid off payment requests at end of day closure as per default 
60 days after payment receipt. This mechanism can be changed in here. 


If the checkbox |] Automatically with EOD is tagged, the reorganization is done on its own at days end 
closure. As an alternative you may delete requests automatically after a certain number of days. 
Therefore enter a number in the entry field. 


The button Start reorganization you may start reorganization manually. 
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5.13 Batch Invoices (only SQL) 


Front Office + Cash Register + Batch Invoices 


This functionality lets you print an information invoice for all inhouse guests at one single print 
process. 


Batch Invoices Le) oE 
inhouse list with guests departing today | 
# Guest Room Arrival Departure Bala... | Remarks Company 
l Makk bl aqued aug 0603/06 08/03/06 200.00 Siemens Fiona | 
Z Jack Colin bii A 0740006  0AA0R0G 100.00 Deloite & Touz 
E E. Ganmo Duly ela SN Ormene menneen 
£ Malek PlogerMr 205 wae OBB 1000 
«| * 


The pick up menu lets you determine which reservation should be displayed. The following options 
are available: 


Inhouse list with guests departing today 
Inhouse list with quests departing tomorow 


Inhouse quests 
Inhouse list for quests every 7 days 
Inhouse list for quests ever 14 days 


If an info invoice is to be printed for all reservation in the list, you may select all reservations at once 
by clicking on Mark all. If an info invoice is only to be printed for a few you need to highlight the 
needed reservations individually. 


The print job is started if you click on the button Print invoice. 
Please note that only charges are shown that have been already posted on the invoice. 


The button Post room charges lets you post, for all selected guests that have their departure the next 
morning, their last night charges already at present. An advanced invoice is created. 
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6 Reports 


6.1 Arrivals 


Front Office + Reports + Arrivals 


6.1.1 Opening of the List 


EE) Arrivats LJ x | 
Filter — En Soit odei — 
Date QEA030E Lal E Name O Room no 
Name: Smith O C Go (C Roomel, ode 
Rooms [¥] Acct Staus 
Companion: C] inchide amved guests 
Fest Hame: [_| include cancelled reser 
Scr TA/CmGp a [| include mertages with date 


(ok) {_ -Canca [Hep | [Print| 


The arrival list can be opened via the menu item “reports” or via the green button on the icon bar. 


Seg Arrivals 

Filter 

Date The date of a particular arrival day can be entered here. 

Name A guest name can be entered here. It is sufficient to enter the initial of the name. 
protel will then search for all guest whose name starts with that letter. 
If the checkbox tä next to the entry field is tagged, you may also enter parts of the 
name that are not at the beginning e.g. | can find the guest ‘von Stein’ by entering only 
‘Stein’. The search result will show all guests whose names contain the letter 
combination ‘stein’. 

Room It is possible to enter a room number (or several ones, separated by commas), if a 
specific reservation is searched for. 

lM] Acct. If this checkbox is tagged, the arrival list displays as well internal hotel accounts. If it is 
not tagged one obtains only pure room reservations. As per default this box is tagged. 

Companion It is possible to search for a reservation for which a particular companion name was 
entered; 

First name Searches for the guest’s first name. 


Sc/TA/Cm/Gp Display of company/group/travel agent via whom the reservation was made. If the 
checkbox after the entry field is tagged you may enter parts of the name as described 
above. 


Sort order 


Determine the sort order of the listing. The guest can be sorted alphanumerically by name or room 
number, according to group affiliation or to position in room plan. 


© 2006 protel hotelsoftware GmbH Page 107 


Reports protel Front Office User Manual 


Status 


Tagging the checkboxes LI Include arrived guest and Ll Include cancelled reserve. determines if already 
checked in or cancelled reservations are to be shown on the list. If the checkbox |“ Include messages 
with date is tagged, the bottom part of the listing displays reservations for which in date fields note | & 
2 the dates of the current search are entered (see reservation screen). 


6.1.2 Structure of the List 


Clicking on the button OK opens the arrival list with all the relevant reservation information. 


Fiukier Sani È I } iB PS. GTO CC 
Haaghiolkent.. 7 TOE 1. 1140706 GTO OE 
Malek Aoger Mi De 10/04/06 GEP 100,00 GTO CL 
. Peit H l. 14006 Č... 99.00 GID CL 
Sulcus ' TË ISONE GEF 0.00 GTO CE 


Ä. Amia Depa... | Gas SESE, Mote 


Chone) CaCa] ii 


Hm: È Hes :6. Aduts 7 Chid: OF1/0/0 Acci Hol | | Show extended toolip 


You may highlight guest names for further editing (the buttons All and None help you on that). The 
following functionalities are at your disposal: 


Check In All highlighted guests are checked in through this button. 
Cancel Cancellation of a reservation. The reservation to be cancelled gets highlighted. This 
reservation 


button opens a window to enter a reason and a text for this cancellation. 
Afterwards a window opens with a protel running cancellation number that can for 
example be mentioned in the correspondence with the guest. Cancelled 
reservations can be searched for by entering this number. The reservation remains 
with the status “cancelled”. 


Reg. Cards Prints a registration card for the highlighted reservation(s). 

Refresh rates Refreshes the rates if they were changed through the period dependent rate 
overview. 

Void Cl All highlighted guest with status Cl can be reinstated to status “arrival” by using this 
button. 

Reactivate Reinstates cancelled reservation back to the status “reserved”. 


Checkbox äl Show extended tooltip: Supplies additional information on the reservation in the active list 
(depends on the corresponding PROTEL.INI-entries). 


The double click menu (double click on a reservation) offers further editing options. This is 
important for group cancellations as via this option, the whole group can be cancelled. 
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6.1.3 Check In 


Through a double click on a reservation you conduct its check in. You may as well highlight and click 
on the button Check In to conduct a check in. 


For group check in, it is best to filter the arrival list according to the group name, then highlight all 
guests in the group by clicking on All and click on Check In. 


6.2 Inhouse 


Front Office + Reports + Inhouse 


6.2.1 Opening of the List 
Bin house Joe 


Fiter Sot mode 

Date OSAOG/06 |... | E Mame O Acom no 
Mame OO Gin O) Roomplan o1 
Foon: [v] Act kode 

Comparon: [_]inciude arval 

First Manne: [incide departed guests 

Se TA/ Cm Gp O E]n C departures 


OF. | Cancel | | __Help Ji Fini | 


The inhouse list can be opened through the menu item “reports” or via the yellow button on the 
icon bar. 


tg Inhouse 


Filter 

Date The date of a particular arrival day can be entered here. 

Name A guest name can be entered here. It is sufficient to enter the initial of the name. 
protel will then search for all guest whose name starts with that letter. 
If the checkbox tä next to the entry field is tagged, you may also enter parts of the 
name that are not at the beginning e.g. | can find the guest ‘von Stein’ by entering only 
‘Stein’. The search result will show all guests whose names contain the letter 
combination ‘stein’. 

Room It is possible to enter a room number (or several ones, separated by commas), if a 
specific reservation is searched for. 

lM] Acct. If this checkbox is tagged, the arrival list displays as well internal hotel accounts. If it is 
not tagged one obtains only pure room reservations. As per default this box is tagged. 

Companion It is possible to search for a reservation for which a particular companion name was 
entered; 

First name Searches for the guest’s first name. 


Sc/TA/Cm/Gp Display of company/group/travel agent via whom the reservation was made. If the 
checkbox after the entry field is tagged you may enter parts of the name as described 
above. 
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Sort order 


Determine the sort order of the listing. The guest can be sorted alphanumerically by name or room 
number, according to group affiliation or to position in room plan. 


Status 


Tagging the checkboxes LŚ Include arrivals and LÄ Include departed guests lets you determine if you also 
want to display not checked in or departed reservations. The checkbox tål Incl. CI Arrivals is activated as 
per default. This way only non checked out departures are shown. 


6.2.2 Structure of the List 


On the inhouse list all guest appear that have been checked in, as long as the list is opened for the 
current date. 


If the list is opened for a future date (Who is inhouse on the 31.12.2005 ?), all guests that are 
supposed to be inhouse at the entered date will appear. 


Guests that are already checked in can be recognized by the mention ‘Cl’ in the status column. 


El Guests inhouse: 08/03/06 


Name = = RT. Adit. | Arrival Deeper. Ci Price | Bala, Stat i Coa 
Emeates An. 9005 GAP. Of. O7/0346 09/0306 GEP DO 1 ac Eel 
Fadden Ed ai STTE 17 08/0306 10/03/06 GEF 0.00 25.00 Cl $ S 
GannovD)... 214 STDE lV. MUs DESO GEP 15000 150,00 Ll 
Jack Colin Mr 220 PADB Vf, 05/03706 1003/06 GEF r500 22530 C D 
Jack Colin bir 202 STIE lf. Orlane ar GEP 10000 10000 CI D.. 
Jacobi Nicola 218 PATE 14.. 06/0306 1103/06 C... 0.00 0.00 Ci Si. | SL. 
Lambe J Me 211 STTB 1/ Ne/03/068 11/03/06 GEF 0.00 0.00 Cl 
Makk Mag.. 205 STIE lf... QO6f03/06 OSa GEP 10000 2000 Ll Ss: dL. 
Malek Rog. 205 STDE 17. OFv0S06 08/03/06 GBP 100.00 10000 Ci 
Old ‘Weaver. 237 STDB 17. 08/0306 13/03/06 GEF 100,00 040 Cl We... D. 
Did Wave. 238 STDB wW. - Ua 10a GBF 100.00 LI w. 
Fala Tania. 210 PADE Li ORVOS0G 1303/06 GEF 0.00 Cl ha 
< >| 

(oe) torent tee) 
Fm: 15 Hes:15 Adulte 15 Chit OFOr0/0 Acc  HEto0 C] Show extended tooltip 


The button refresh rates update the view if invoices or rates have been changed for the guest. 


Checkbox |“! Show extended tooltip: Supplies additional information on the reservation in the active list 


(depends on the corresponding PROTEL.INI-entries). 
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6.3 Departures 


Front Office + Reports + Departures 


6.3.1 Opening of the list 


ip) Departures = Eg 
i — re saad 
Date 08/0306 inal (=) Mame C) Acom no. 
Mame O Group (C) Roompl order 
Fionn: | [| Acct ar 
E [include departed quest: 
Se/TAs Ces Gy L] 


=| Cancel Help || Prt | 


The departure list can be opened through the menu item “reports” or via the red button on the icon 
bar. 


a Departures 


Filter 

Date The date of a particular arrival day can be entered here. 

Name A guest name can be entered here. It is sufficient to enter the initial of the name. 
protel will then search for all guest whose name starts with that letter. 
If the checkbox tä next to the entry field is tagged, you may also enter parts of the 
name that are not at the beginning e.g. | can find the guest ‘von Stein’ by entering only 
‘Stein’. The search result will show all guests whose names contain the letter 
combination ‘stein’. 

Room It is possible to enter a room number (or several ones, separated by commas), if a 
specific reservation is searched for. 

b] Acct. If this checkbox is tagged, the arrival list displays as well internal hotel accounts. If it is 
not tagged one obtains only pure room reservations. As per default this box is tagged. 

Companion It is possible to search for a reservation for which a particular companion name was 
entered; 

First name Searches for the guest’s first name. 


Sc/TA/Cm/Gp Display of company/group/travel agent via whom the reservation was made. If the 
checkbox after the entry field is tagged you may enter parts of the name as described 
above. 


Sort order 


Determine the sort order of the listing. The guest can be sorted alphanumerically by name or room 
number, according to group affiliation or to position in room plan. 
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Status 


Tagging the checkbox lI Include departed guests displays as well the already departed reservations. 


6.3.2 Structure of the list 


The departure list shows all guests that are leaving on the selected date and have not checked out 
yet. 


E] departure report for OO/O N06 = (Oleg 
hare at RT Sick, Arrival fs Price Raama ‘kak, Gand Esc) Ti 
Gannon Duhy 214 STOB 1/4. 0x006 GBP 150,00 15000 C 
Jack Colin Pir 202 STTB Tf... UMOE GEP 100,00 io CI D.. 
Malek Maged 205 STTH i2. OBAE GBP 100,00 a0 Ci Si. Si 
Halek Rogar bir 205 STOB 1/ Of /O2/06 GEP 100,00 io Cl 
Smrh 8500) Pas A. OBADR6 GBP 0.00) 160,00 Ci 


| OK || Cancel || Help || Print | Check Dut 


Am: 4 Fes. 4 Adults: A Chit 0/0/00 Acc  Rkto.:0 [_] Estended tooltip 


You can highlight a guest name for check out (the buttons All and None help you on that) 


Checkbox |“! Show extended tooltip: Supplies additional information on the reservation in the active list 
(depends on the corresponding PROTEL.INI-entries). 


6.3.3 Check Out 


The departure list lets you conduct the check out in two different manners; by double clicking on the 
reservation or by highlighting the guest and clicking on Check Out. 


For a group check out it is best to filter the list according to the group name, then highlight all the 
guests of the group with the button All and click on Check Out. 


If an open balance exists on the invoice, the invoice window is opened and other transaction postings 
can be conducted. If no balance is present, the reservation is checked out directly without displaying 
the invoice once again. 
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6.4 Messages 


Front Office + Reports Messages 


6.4.1 Opening of the List 


Messages 

Sarl order Status 

Name: E Name ©) Room no. 
Fooi W]Acc = ) TACORPA ©) Roomplan oc 
Comparer: Se/TA/Cop/Grp 

Fisk pame 


Sc/TA/ Compt C] Include read messages 


Lok Jl conca J Hen | 
| 


Filter 

Name A guest name can be entered here. It is sufficient to enter the initial of the name. protel 
will then search for all guest whose name starts with that letter. 

Room It is possible to enter a room number (or several ones, separated by commas), if a 
specific reservation is searched for. 

lM] Acct. If this checkbox is tagged, the arrival list displays as well internal hotel accounts. If it is 
not tagged one obtains only pure room reservations. As per default this box is tagged. 

Companion It is possible to search for a reservation for which a particular companion name was 
entered; 

First name Searches for the guest’s first name. 


Sc/TA/Cm/Gp_ Display of company/group/travel agent via whom the reservation was made. 


Sort order 


Determine the sort order of the listing. The guest can be sorted alphanumerically by name or room 
number, according to group affiliation or to position in room plan. 


Status 


Tagging the checkbox |“! Include read messages displays as well already read messages. 


6.4.2 Structure of the List 


The message list opens read and unread messages for display, to print and eventually for editing 
purposes. 
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EB Message tist oe 
Name $ RT. Arrhyal Depa... Read Urr.., ‘Stat, Gis) Gti Fen | odo 
Jabi A6 PRATE 0l TIA COS” 
Lamba 211 STTS O03. 11703.. U l L 


Am: 2 Ries. 2 Aduts 2 Crid OOOO Aor HEU 


The "I" or "0" in the column “Read” or “Unread”, inform on the fact if the message was already 
read. Unread messages are written in red color. 


A right mouse click on a highlighted message opens the navigator menu and the message can be 
displayed and edited in the section “Messages/notes”. 


A double click lets you print the message immediately. Even via the button Print the highlighted 
message can be printed and this way handed to the guest. 


All or None lets you mark all or none of the messages. 


Read lets you mark a message as “read” after confirmation of the security question (a ‘I’ is set in the 
column “read”). Clicking Unread lets you mark the message once again as unread (‘‘I”’ in the column 
unread) 


6.5 Traces 


Front Office + Reports * Traces 


Traces that are added to reservations can be displayed for a particular day or for a period, for one or 
all departments. 


fa Traces Overview oles 
From: 03/03/06 To: (09/03/06 Depertmes | [ail | Statue | [alll ~l 
Date Tit Department Byu... Text Clea... €.. Mame Room 
C6006 Flowers Protel Special hower comp Not ic... Jaco ZIBB 
OR0G/06 1900 Apeénnf Protel Coupe de Champagne Brut Note Seal ea4 
COO 869100 Housekes... Protal Provide Bathrobe Mot c... Seal 234 
C006 21-00 Beverage Protel Champagne Pommen Aor Mat c.. wiad 220 


Determine the period, the department and a status to filter the display. All traces corresponding to 
the entry appear in the list with all relevant information. 


A right mouse click on an entry opens the context menu, via which you may either view the assigned 
profile of the navigator menu or change the status to cleared/not cleared. If the trace is assigned to 
an event via the Sales & Marketing Module, you may view the event dates through the context menu. 
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6.6 Rentable Objects 


Front Office + Reports + Rentable Objects 


6.6.1 Object Overview 


The object overview permits a quick glance at any time on the quantity of rentable objects for a 
particular period. The creation of rentable objects is explained in the protel System Data user 
manual. Rentable objects of individual reservations are added in the navigator menu (see chapter 
“Navigator menu”) 


W Object overview Joey 
From: ORAISMIG 12:46 To: 06/0306 | Scale 1h ~] 


Object Group CBS 12:46) OB/OF 13:46. OBfOS 1446 OBIS 15:46 OS/03 16:46] 03/03 17:46 | 06/03 13:46 


Bicycle Bicycle 7 7 7 7 7 7 7 | 
Mountal. Bicycle 5 F 5 5 5 F 5 
Bathrobe Bathrobe 2) 20) Fal] Fl) 20 2) 20 | 
Locker Locker 20 20 Fal El) 20 20 20 
F - 


A scale determines if the quantity of the available objects should be displayed by day (24hrs) or by 
hour (e.g. Ihr). Select the wanted display type from the pick up menu. Clicking on the button Refresh 
updates the period or scale changes. 


6.6.2 Object View 


A double click on an object on a particular day opens the object view in which you can view the 
listing of the reservations of this object. 


E Object view ax] 


Object: Mountan Bike Penot 06/03/06 1251 08/03/706 135 


| Hotel = Kanne Arrival DEDA: Roo Fräi Ta 
| AICH Jacob: Nicola 060306 11/03/06 218 O03 1200 11/03/06 1800 
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6.7 Phone Numbers 


Front Office + Report + Phone Numbers 


The telephone list corresponds to the inhouse list; opening it shows all inhouse guests with the 
status "Checked In". 


It is possible to open in the list with a right click on a reservation the navigator menu to obtain 
additional information. 


Before opening of the actual list, a window opens in which you can select certain options. The 
selection is identical to the one of the inhouse list. 


6.8 Balances 


Front Office + Reports + Balances 


6.8.1 Opening of the List 


Invoice balances Ey 
-Fiia Sort onder 5 

Dabe 08.00/06 A (=) Name O Fom no. 

Hame: C) Roomplan ordei 

r BS mie Beene 

SR [| Credi limit 

on [_| Unbalanced accounts only 
Prat Harit: View balance gr. 0.00 GBP 
Sey T AAC evap 


Filter 

Date A date for a particular day is entered here to show only those guests that are actually 
inhouse on the date. 

Name A guest name can be entered here. It is sufficient to enter the initial of the name. 
protel will then search for all guest whose name starts with that letter. 

Room It is possible to enter a room number (or several ones, separated by commas), if a 
specific reservation is searched for. 

lM] Acct. If this checkbox is tagged, the arrival list displays as well internal hotel accounts. If it is 
not tagged one obtains only pure room reservations. As per default this box is tagged. 

Companion It is possible to search for a reservation for which a particular companion name was 
entered; 

First name Searches for the guest’s first name. 


Sc/TA/Cm/Gp_ Display of company/group/travel agent via whom the reservation was made. 


Page 116 © 2006 protel hotelsoftware GmbH 


protel Front Office User Manual Reports 


Sort order 


Determine the sort order of the listing. The guest can be sorted alphanumerically by name or room 
number or by position in room plan. 


Balances 

lvl Credit limit If this checkbox is tagged, the corresponding credit limit is displayed. 

[+] Credit limit This option gets activated if the checkbox [+] Credit limit is tagged. If it is also tagged, 
exceeded only guests are shown that have exceeded their credit limit. 

Unbalanced Shows only reservations with a balance unequal Zero. 


accounts only 


View balance gr. | As soon as a value is entered here, only reservations that are higher than the value 
are shown. 


6.8.2 Structure of the List 


Guests that correspond to your search are displayed in the opening list with all the relevant 
reservation information. 


The posted revenue is split into Accommodation, F&B and Miscellaneous parts; already received 
payments are shown in red. 


ip) List of balances 


aE 10/0306 GBP 

07/03/06 08/0306 GBP 150,00 
(03/06 10/0306 GBP 75,00 
07/03/06 08/03706 GBP 100,00 
C006 110306 C... 0.00 1126.65 
e0306 11/03/06 GBF 0.00 600.00 
WAE ORD GEP 100,00 20000 


07703/06 08/03706 GBP 100,00 100.00 


C0306 12/03/06 GBP 100,00 0.00 
00306 13/0306 GBP 100,00 O.00 
210 8/03/06 13/03/06 GBF 0.00 0.0g 
z2 OF /03/0E 11/03706 GBP 100.00 10000 
s000 00306 14/0306 GBF 0.00 O00 


< 
Total balance 


Am: 15 Ries. 15 Aduts 15 Chid: WUD Soc-4 Whbo:0 
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6.9.1 Opening of the List 
Ej Reservations oka 

Fiter Slatus 

Date: Gae to oopa F] inel coni? [_] incl. provisional? 

Mame Subsring [] | [Inel inhouse [J irci. optional? 

Hian Accounts [e] [| inct cancelled 7 [| lived. waiting lit 

Companion [C] ihel no shows [C] ira. departed 

First Harme [_] All’Mone 

Sc/T.A/Cm/Gp Subeting [] = [| Reservation status A 
CGTD cc 

Res Nor [GTD Comp/Agent 

ri-Ho. Substring [] C] G10 Correspond 
C] Group GTO 

Cancel Wo: [C] Provisional 

CRS-No- [C] Group Provisional 
[wat for Deposit 

Qeces LI Cancelled 

Ce) Mame: O Date [No Show 

. a y | Group Opio E mg 

rae Des 0 

(J Ragi mg, (J Aieornplan ordei [F] Waitle 

O Group [_] Queue 
M Barbad bal 


The reservation list can be opened through the menu item “reports” or via the blue button 


‘reservation’ on the icon bar. 


+o 2 
+ Reservations 


Filter 


Date from - to 


Name 


Substring 


Room 


Accounts 


Companion 


Page |18 


Inhere you can enter a date for a given period to view all reservations within this 
period. The date is based on the arrival date of the reservation. 


A particular guest name can be entered. It is sufficient to enter the initial of the 
name, protel searches then for all guests whose names start with this letter. 


If this checkbox is tagged, you may also enter parts of the name that are not at the 
beginning e.g. | can find the guest ‘von Stein’ by entering only ‘Stein’. The search 
result will show all guests whose names contain the letter combination ‘stein’. 


It is possible to enter a room number (or several ones, separated by commas), if a 
specific reservation is searched for. 


If this checkbox is tagged, the arrival list shows as well internal hotel guests. If not 
tagged one only obtains pure room reservation. As per default this checkbox is 
tagged. 


It is possible to search for a reservation for which a particular companion name was 
entered. 
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First name Searches for the guest’s first name. 
Sc/TA/Cm/Gp Display of company/group/travel agent via whom the reservation was made. 
Res.-No. In here you may enter reservation numbers (several separated by comma) for 


search purposes. 


Cnf.No_ lf manual reservation numbers were assigned at reservation, one can start a 
reservation search through the entry of this reservation number. 


Substring If this checkbox is tagged, you can enter parts of the name that are not in the 
beginning (see above) 


Cancel No. At voiding of a reservation protel assigns automatically a running void number. In 
here you may search for the voided reservation with the help of this void number. 


CRS No. If a reservation was booked through a CRS interface (central reservation system), 
you may search according to this number. 


Sort Order 


Determine the sort order of the list. The guests can be searched for according to their name or 
room number that are sorted alphanumerically, to groups or company affiliation, according to the 
reservation agent, to position in room plan or according to date of arrival. 


Status 


Inhere you can filter the reservations according to different reservation statuses, by tagging the 
checkboxes in front of the wanted status. The checkbox L¥J All/None activates or deactivates all 
statuses at once. 


In the tree view list below you may select the different statuses in an even more detailed manner. 
Select one or more statuses by tagging the checkboxes. 


6.9.2 Structure of the List 


The reservation list displays all reservations that correspond to your search with all relevant 
information. 


E Reservations 08/0 3/06-08/04/06 BAX 


Herne | T Adit, Arrival Depa... | C Stat. 
AG. TPA. | | a: Se 
Barres Clif Wi i Oy... i03. 1 te EGI 00 NEG2RO GT 

Banes Cif Mr 22 ST... Dr.. ATS... aO... | A0 NEGRO GT... 

CADD E rirsbes: . 00 Aight prie GT 
D’Hervaile Mi an g a TMr.. 100, Haght peic GT... 
DERTOLF i ' M3 er... Bi A RACK GT 

Edgard blig Fi. ‘Oy. . T3.. i ; Fight peic aT... 
Emirates Anh. 7.. i a.. BADA... E 0 Right pec: GT... E.. 
Fagan Miss : A; i 103 | Fight prie GT Si 
Fahrmger Tho.. ST... ADs. 13... 0G... Gi DÒ Aight pric GT... 


Far Me i ' (2/03 iE J0, Fight peic GT 


Falconer $ ‘Oy. M3... 103... Gi 00) Right pec: GT... 

Fruitier Sami 6 417... t.. 3.. TAG... D0 = Alaght pric GT... 

Fiuitier Sami ' MOS. ales ! F500 WEG2 RO GT 
JË ) Rack? GT... 


| dd. | (tein) Mark, al | mereen Select fom Maste i | ETIE i 
[ Maik none} [mul tents||__ Forms |] Tope 


Rescf2 Adults 73 Chit O1/0/0 Acca  HEbo-0 [_] Extended tooltip info 
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Highlight in here the guest name for further editing. (the buttons All and None will help you with that). 
Following functionalities are at your disposal: 


Select form master Selection of address, if a confirmation is to be written for several reservations. Next 
to the button you find the selected address (see chapter "Reservation letters") 


Mult.texts If a confirmation is to be printed for several reservations, you can highlight all 
needed ones with this button and assign a reservation letter. (see chapter 
"Reservation letters") 


Forms The selection of the confirmation form of different reservation, which, according to 
the selection of the master, is to be used for the confirmation (see chapter 
"Reservation letters"). 


Cancel res. Cancellation of a reservation. The reservation(s) to be cancelled are highlighted and 
with this button you open the window to enter a reason and a text for cancellation. 
Right after the window with the protel running cancellation number opens that can 
be for example used in guest correspondence. According to this cancellation 
number you can search for cancellations in the reservation list. The reservation 
maintains the status “cancelled”. 


Reenter Sets cancelled reservation back to status “Definite” 


Checkbox |] Show extended tooltip: Supplies additional information on the reservation in the active list 
(depends on the corresponding PROTEL.INI-entries). 


The double click menu (double click on the reservation) offers further editing options. This is 
important for cancellation of groups, as this option can cancel an entire group. 


6.9.3 Reservation Letters 


Creating a reservation letter for several reservations 


e.g. a company reserves three rooms for their employees and would like to receive a reservation 
confirmation letter. 


= The reservations are done individually. 


= Afterwards the reservations are opened through the reservation list by entering the company 
and the period of reservation. 


= The reservation that contains the address is highlighted. 
= Open the button Select form Master. 


= If several profiles are assigned to this reservation, a pick up window appears (Guest, Company, 
Travel agent, Source, Group). From here one can select a profile with the address to which the 
confirmation is supposed to be sent. 


= After selection the reservation list is shown again. 

= In the field next to the Select form master a profile is displayed that is used for the address. 
= All reservations that are regrouped on the confirmation need to be highlighted. 

= Click on the button Forms. 


= A pick up menu opens with all the reservation letters created in System Data. From here you 
select your form that is to be used for the confirmation. (Double click on the form or highlight 
the form and click Ok). 


= The form is shown on the screen and can be edited if necessary. 
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Creation of several reservation letters 
E.g. a note is to be sent to all guests that will be staying at the hotel in a particular period. 
= Open the reservation list for the wanted period. 


= Highlight the guests e.g. via the button Mark all or select the guests one by one by highlighting 
them. 


= Click on the button Mult. texts 


= A pick up window that displays all in System Data created reservation texts, opens up. From 
here select a form that is to be used for the note. (double click on the form or highlight the 
form and click Ok). 


= On the screen the various texts are shown and can be edited if necessary or printed directly. 


6.10 No Shows 


Front Office + Reports + No Shows 


The status "No Show" is given for reservations that have not arrived until day’s end closure and that 
are eventually charged with cancellation fees. This status can not be attributed manually to a 
reservation. 


E No show report for the 21/03/06 ile 


Manne # RT Arrival Depa.. Price Stat, Giix| Ces) Tis | Sr] ahere 


Halinen z14 Z 21/03 24703.. 65.00 Moshow 4 

Harselmarnn 319 Diz 21/03... 22/00. 0D Nostaa Wr... 

Hanselmann Fal EZ 21/03... | 22703.. 00 NoShow pr... 

Osthues oo a De 21 M03... ef As DE Ťa een 
wed 1 Of 0 200. ~~ 1000) Nohw DO. ea 


4 | 2 


| Reactivate tor tod m: Reacimate today + CI | | Late reservation Cl | | Late Cl | 
mm: 


R Fes. :5 Adutz? Chic: Wuri Acc  HEtoU 


At end of day’s closure all guests that have not arrived yet, are shown in a listing. A right mouse click 
lets you open their navigator menu to obtain information or make amendments. 


If this listing is confirmed with OK, the status “No Show” is automatically assigned. 


Reactivate for today If the guest has obtained the status “No Show” and shall be reinstated for 
“Arrival” on the following day, highlight the reservation and click this button. 


Reactivate today Same as Reactivated for today, on top of that the guest gets checked in immediately. 
+Cl 


Late reservation +Cl Creates a walk in reservation after day’s end closure. It can be reserved and 
checked in for the day before. Clicking on this button opens the reservation 
dialogue box that lets you create the reservation. Clicking on OK creates the 
reservation, conducts check in and posts the room charge for the night. 


Verify the entries, such as room number, rate code, rate prior to reservation 
confirmation. The reservation can not be transferred after creation. Wrongly 
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posted rates need to be voided. A correction posting must be done manually. 


Late Cl If a reservation was assigned as “No Show” at day’s end closure and the guest 
arrives after the closure, this button changes the reservation to “Check in”. 


Highlighting the reservation and clicking on this button, checks in the guest and 
processes the posting of the room night charges. 


Verify the entries, such as room number, rate code, rate prior to reservation 
confirmation. The reservation can not be transferred after creation. Wrongly 
posted rates need to be voided. A correction posting must be done manually. 


Print Print out of the no show list of yesterday. 


6.11 Meal Plan 


Front Office + Reports + Meal Plan 


6.11.1 Structure of the Dialogue 


Či Meal Plan anx 
Sesan mmm 
browse in peot 0703/06 (08/03/06 
= = Hotel 7 Dats Room | Name Brea... | ume... Dinner Pack... | Lumc.. 
#89 dividual quests 0603/06 9000 Siemens 06.10 
n > Semere OS OSAGA l goyo 218 Jacobi Nicola 2 | 
p Waveg306 06/01303 ee ane ene | 
EGY ieni Execs IGOR OC Eee ee £ 
ae. Aar T si oaie 310 Siemens Roma é 1 

<.| > 06/0306 209 Malek Maqued 

te | cask a... | 08/0306 224 Fagan Miss 

3000 Siemens 06.10 0 

218 Jacob Nicola 1 

eon wad Steve Mr & Mes 1 

310 Siemens Aoma 1 

20g Melek Magued 1 

24 Fagan Miss 1 

£] ix > 


The upper section of the screen lets you determine the time period for which you wish to display 
the meal list. 


In the top left window the guests are shown in a tree view structure. It is divided into individual 
guest and group reservations. Open the directory branch by clicking on the “+” in front of the entry 
to view the individual guest or group member. A right mouse click on a guest gets you into his 
navigator menu. 


If you select a reservation in the upper window, guests are displayed with their room number, 
number of adults and departure date, in the window below. Same as above, a right mouse click gets 
you into the corresponding navigator menu. 
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If you highlight all or one guest in the list, the exact meal arrangements of the client are displayed per 
day. 


6.11.2 Context menu Guest Name 


If you right click on the guest name in this list, the context menu opens to offer further editing 
options: 


Navigator Gets you to the navigator menu of the guest. 

Post charges Gets you to the posting dialogue box, from where you can post additional 
charges to the guest’s account (e.g. if another person participates at the 
dinner). 

Print report Prints the meal plan list. 

View report Displays the meal plan list on screen. 

Refresh Refreshes the screen view. 

Mark all Highlights all guest in the in the view. 


6.11.3 Context menu Meal Charges 

A right mouse click on the number of persons in a meal column opens another context menu: 
Set to 0-6 Sets the number of persons to the selected value. 

Set to other values... Offers an extended choice from 7 — 50. 


Change from Breakfast Offers a listing of other meal plan codes for you to change the existing entry. 
to 


Navigator Opens the navigator menu of the guest 

Post charges Gets you to the posting dialogue of the guest. 
Print report Prints the meal plan list 

Refresh Refreshes the screen view 

Mark all Highlights all entries. 


6.11.4 Print Out of the Meal Plan Lst 


The printed out report is a corresponding list of all meal plan charges. 
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FRST ! 

Name Zi MNr. ! 
Do, 02. Jun. 2005 6 
PROTEL G 
Ambros ius, Thomas 102 1 ! 
Emmelmann, Tanja 103 nn i! 
Kochanek, Johanna — 19 [| 1 l 
Mes sner, Sabine — 19 [| 11 
Steinweg, Sandra m2 [| 1" 
Wichtel Richard = ati oo a J 
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HP ME 
Buffet 


Summe für Zeitraum 


6.12 Room Type Plan 


Front Office + Reports + Room Type Plan 


6.12.1 Structure of the Room Type Plan 


The room type plan is one of the main tools of protel HMS. It offers an overview on the entire 


availability and lets you make reservations. 


Room type plan: 1 O80 306-4040 


TAMRA laa lial 


: 224224 22 | 22122 | 221221219241 21 [21 | 22122122 |e) oe) 22| 21 
ppb PPE etp p P fa pda sd fa fil fa pa fs E 
124 |24 (25 |25|25|25128]23] 24 |24 |24 |25251225] 25] 25 | 25 | 


FARFA 


aliteialaiaeabaealalalalalstalelalalelababate 42 


i its, En EA 


96 | 96 |as las 


ne me 
aglaja lola] 


IEI APIS 
apea oaoa 
adodo lola la lo lotada laln 


a7] 

Fi 

zal 

3 | 40 

zal a6] 25 laslas laslas lan) 
E EEE PEE EEEE 
a 

—] 

E 

E 

= 


121 eee ee Pon aot a he pana ret 
ECE 0 ahahehoho 
80.40.40 04840 fo fa, io jo 
a lotao la lo lo lo lalaa lo 
o Jo todoo Jo Jo Jo Jo tafao Jo 


ajil 
alz 2s aea rais aa laalia ta |e Ja Ja jada iala fa fa Ja faija Tufan 
Physically avalabie henh aah ached ed eohiechesh sei areae hear ihe heihei aesiroheihie her gai seh esh e7 


Capa (perc) [a 


The room type plan is divided into different sections: 
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The Time panel row 


43 14 


2006 


Top left the month(s) and the year are shown for which the room type plan was opened. 


In the example above the current day is the 2274 and is highlighted in green color. The numbers "13" 
and "14" give information on the current calendar week(s). 


The time view can be set to the desired period: clicking on the last day in the listing, brings it to first 
position. Clicking on the first day allows you to scroll back into the past. It is then put into the last 
position. 


Larger jumps in time can be done via the month tabs at the bottom of the screen: 


If you click on the month, the time panel jumps to the first day of the month. The tab ‘Today’ gets 
you back at any time to the current date. 


If you right click on the tabs, a dialogue box for month selection opens up. This gets you quickly to 
dates in the far future. 


‘Select month to be displayed Ed 
Show plan tor 
Month A [Cancel 


December 2005 F 
January 2006 | Heip | 


February 2006 


Apel 2006 
belay 2006 
June aus 
July 2005 
August 2006 
September 2006 
October 2006 
Nowember 2006 w 


The resolution display 


You determine the resolution of the room type plan. Levels go from xI to x4. The smaller the 
number the larger is the shown period. The number of displayed days depends on your screen 
resolution. 


The event section 


This section lets you create various events, trade shows or actions. The display can be done 
according to a color coding (see chapter "Event creation") 


The room type section 


eros p 1 prre nr teora 


Toe 


sme | 1 Iostan|aofastaateal aa 
stop | _1_[77}7a|7e/salsa|es lar 
fe fs fe fe [o 
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In the middle section of the room type plan one finds the different room types in a display with their 
available rooms. 


The "I “next to each type is the number of rooms that is set for a reservation. This number can be 
changed to the needed number of rooms. (see chapter "Reservation’) 


The availability section 


Allocations 
ol 
I do fo lo 
Confirmed 26 
Occupancy (perc) laalislisiiil? |s |7 |e |7 halg Mo 


The lower section shows the total availability 


Total available All rooms available. Provisional, allocation or wait list reservations are not 
considered. 
Allocation All Allottement rooms that are not created as “Room type independent 


allocation”. Clicking on the column gets you an overview on the valid allocations of 
the day (see chapter "Reservation, Maintain Allocations"). 


Option Number of optional reservations that are not deducted from the total availability. 

Provisional Number of provisional reservations that are already deducted from the total 
availability. 

Waiting list Number of reservations with the status “Wait list”. 

Confirmed Number of reservations that are made with the confirmed status, this includes 


provisional reservations and allocations that are created as “Room type 
independent allocation”. 


Occupancy (perc.) Displayed in different colors according to the % of occupancy. 


Printing of the room type plan: 


To print the room type plan one presses the keys “Shift” and “D” at the same time. The print out 
offers the current display of the screen. 


6.12.2 Reservation via the Room Type Plan 

To make a reservation via the room type plan you need to do the following: 
= Select the wanted room type 

= Position the cursor on the arrival date 

= Left mouse click 

= While keeping the mouse key down pull to the departure date 


= Let go of mouse key 


= Press the ENTER key or click on the button “ in the upper icon bar 


This opens the reservation screen to enter the reservation data. 


Entering several reservations 
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It is possible to make several reservations for different periods, in different room types for one guest 
at the same time. 


Highlight the different periods or room types and open the reservation screen as described above. 
The different reservations are shown but it is only done for one name. 


Entering a multiple room reservation 


To create several rooms you need to enter the number of rooms to be reserved next to the text 
field for room type description. Clicking on the "I“ lets you change the number via key entry or 
arrow keys. The number of rooms needs to be changed before the period is determined. Then 
highlight the period and open the reservation dialogue box. 


If reservations are made through the room type plan and an automatic room allocation is done, 
those rooms are shown in yellow on the room plan. The room number appears in all lists with a 
question mark. 


If no immediate room allocation is done, the room type plan offers the possibility to overbook. If a 
room type is overbooked the number of rooms is shown in red with a minus sign in the availability 
column. 


6.12.3 Event Creation 

For event creation do the following: 

= Select the event row 

= Position the cursor on the starting date of the event 

= Left mouse click 

= Hold down the mouse key and pull to end date of event 


= Let go of the key 


= Press ENTER key or click on * in the upper icon menu bar 


The following window opens to enter the event data: 
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Enter engagement 


Tern Fiechs Mescans 


Date from: Date tor Defauk rate code 


OV0G0E |} 11/03/06 


Remark: 


Homepage = hithn 


Selected color: 


[Vishe in roomplan [| Available in intenet 
[ l Delete event 
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Enter a term for the event. The event can go over several periods that you can enter in the following 


rows. 


Select a corresponding rate code from the pick up menu. The selected rate code is entered for new 
reservations for the duration of the event and herewith the default rate code of System Data is 


overwritten. 


Under remark you may enter a free text. If needed a URL address can be entered. 


You can choose the color to display this event on the room type plan. You have the choice of l6 
different colors. As per default the color is set to grey. To change, click on the button “Color”. 


[+] Visible in room plan If this checkbox is tagged, the valid days of this event are shown in red on the 


room plan. 
lM] Available in Tagging this checkbox shows the event in the protel Web Booking Engine, if 
internet installed. 
Delete event By tagging this checkbox and clicking on OK the event is deleted. 


6.13 Room Plan 


Front Office + Reports + Room Plan 


6.13.1 Structure of the Room Plan 


The room plan is one of the most important tools in protel HMS. It offers the possibility to handle 
the most current jobs in Front Office. 
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Ll Room plan: 06/03/06-14/04/06 Jog 


ee OERE EEEETECEELETEELER E 
2h 


| | | 4 . Js 
Ol | es ee ee a E E E 


S 
STe 
PRES 
PRES 
m9 STB 
PROG G | | C | | | 
ait sme @ | | dEn i l T l E 
n2 sme @ | | GHP i: | | 
1. sme o Tap EO 
Jf Ier a TaNNRE 
A ee eee pti | 4 


205 


[ J 
a 
co se @ 


The room plan is divided into several sections: 


The Time panel row 


10 
March TTU 


Top left corner lets you see for which month and year the room plan is displayed 


The week days are shown in the row. Same as in the room type plan the current day is shown in 
green. In our example the current day is the 2274; the current month is shown in blue, the next 
month in green. The number “12” is for the calendar week in our example. 


The view of the time panel can be set to the wanted period: click on the last day of the row and this 
one is brought into the first position. If you click on the first entry, you can scroll into the past. This 
date is then sent to the last position. 


Bigger jumps in time can be done by using the month tabs at the bottom of the screen: 


Clicking on the month lets you jump to the first day of the month. At any time you can come back to 
the current date by clicking on the tab “Today’. 


Right clicking on the tab opens a window for selection of a month. This way it is easy to get to fast to 
events in the far future. 
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Select month to be displayed 
Show plan bor OK. 


Month «| r : 
L_Cancel _| 

December 2005 si 
LHe] 


mall 
January 2006. H 
Februay 2006 


‘earch 2006 | 

Api 2006 

belay 2006 

June 200 

Jul 2006 

August 2006 

September 2006 

October 2006 

Nowember 2006 ka 


litt: Activates the tooltip: 


If the checkbox is tagged, an automatic window information window opens when one glides with the 
cursor over a created reservation. Which information is displayed is defined in PROTEL.INI. 


Button Filter: The room plan shows per default all room types. If for example you wish to display only 
single room types, you can filter for this (see chapter ‘Filter room plan’) 

The resolution display 

This lets you change the shown period. "xI" shows the longest period (several weeks), "x2" displays 
approx. 14 days etc. The display depends on the size and resolution of your screen. 

The room section 

The left column shows the room number with the corresponding room type. 

The colored point next to the room type gives the room status. 


Meaning of the color coding of room statuses: 


206 STD @ (green point) : cleaned 

207 stoa @ (red point) : dirty 

208 stoe @ (red point and red room : out of service 
number) 

203 stoa & (green point with tag)  : checked 

40 stog @ (green point with : touched 


question mark) 


44 ste © (yellow point) : cleaning in process 


6.13.2 Filter Room Plan 


This lets you filter the room plan according to the rooms to be seen. 
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Date Foor hps | Fogra features Flooms 

oomplan O60 ORe Ace © Both Faatura pra A 
Room type dh ; Ti 

FO Status É AIR | TRACES 

Date: aoao la ates Ean 

sie cabs ADMIN BRIGHT 202 

Status ChE CARPARK 203 

Arnal Br Mal me CASTLE | 204 

Blæked PANA | CD | 205 

Departure Flooe Foam shahs 206 

Skyde Floor A aus ad 

Vacant fh Caned 28 
S Mn | 209 
F Dirty : 
= 210 ba 
3 Dut of Serice FE ; 
4 we checked w | Save template | 


| | Use this Hiter as a defauk for ary room plar 


Select a starting date, the FO Status, the room type, the floor, the features and/or the reservation 
status or select the room to be shown. The buttons Select all and Select none will help you to take your 
selection rapidly. 


Tag the checkbox H Rms in the room type section to display only actual rooms. Tagging the 
checkboxes Š Acc. or bä both display as well the internal hotel accounts and group master types in 
the room plan. 


If the tag is set on Lå Use this filter as a default for any room plan, the filter options are saved and used again at 
the next opening of the room plan. If you select several individual rooms you can save the selection 
by clicking on the button Save Template. 


The button OK confirms the selection and the room plan is displayed according to the desired room 
type and date. 


6.13.3 Colors in the Room Plan 


Reservations are color coded in the room plan. The colors are fixed. 


Meanings of colors: 


(grey): : individual reservation 

< Mustermann > (green): : group reservation 

(white): : provisional reservation reducing the amount of available rooms 
< Mustermann > (yellow): : reservation via room type plan (only with room allocation) 


Meaning of the colored writing: 


(blue): 


: confirmed reservation with a blocked room (tagged checkbox 
Blocked room in the reservation dialogue) 


(pink): 
(red): 


: reservation is assigned to an allocation 


: reservation is highlighted for editing 
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6.13.4 Room Information 


If one left clicks on a room number in the room plan the following menu opens up: 


Room mnformation Fioom stabs 

Room type: O Oeaned C) checked 

STOR GE Dirty (C) touched 
Description: C Outel Sevice C cleaning in prog 
Double Room -Room maintenance 

Features: 

NONSM SMALL. BACK COT 

Addhona T ext 

Hrg ize bed 


This gives you the information on the room that has been set in System Data. Additionally you have 
the possibility to enter some more text or to add a room picture. 


The current status is tagged on the right side. If it is to be changed tag the corresponding checkbox. 
In the field "Room maintenance" you find the unfinished tasks of room maintenance. 


The button History gets you into the room maintenance overview of the dialogue box 
“Housekeeping”. 


The button History 1 offers an overview on all actions that have been conducted in the room for a 
defined period. It can be seen for example who made a reservation or which charges have been 
posted. 


EJ Room history (5) zi 
Period Rees Action Name of quest Text | 
11:2012 203 Hois serv N° Chore 203 banstéré sur Hore service 
03421-07 | G AndemnZP Rafaiidi: Reservierung von 13.04.05 bis 21.04.05 Zimene 207 
0321-14 Anden2ZP Fata Res. von 13.04.05 bis 16.04.05 Ahr 209 Kat STOB a 
225053 ; Alte; 24 Halk Retevaionr from O8-0G/06 te 12/03/06 romer. 204 F 
ara Faia ia Alber rao.. Malek Aiecervation from 0803/06 to 12/03/06 momar. 203 z 


< 


The button History 2 opens again a window to enter a period. The following window gives you an 
overview on all reservations that were created for this room. 
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El Room history 2 for room 214 ole 
Hame AT. A. Depar... i... Rabac... Accom, Fee Misc. alt, SoM iem.. 
Gamon’ D... STOB O7AxX0b 08/03.. | Rack2 150.00 0.00 000 17070 


[ok || Cace | Heap | Eie] 


Room information through the context menu 


A right click on a room number in the room plan opens a context menu that offers, just like the 
room info dialogue box, the opportunity to change the room status or to open the room history on 
transactions or reservations. 


6.13.5 Working with the Room Plan 


6.13.5.1 Making a reservation 

Reservation entry via room plan: 

= Selection of room number 

= Position cursor on arrival date 

= Left mouse click 

= Hold mouse key down and pull to departure date 

= Let go of mouse key 

There are three possibilities in the roomplan to open the reservation screen: 


= ENTER-key, 


= Button “ on the icon menu bar or 
° ° . e ce bs 99 
= Right mouse click on the reservation and menu item “reservation 


If the reservation screen is opened, the name can be entered. OK lets the reservation appear in the 
room plan. Exception: Reservations with the status ‘Provisional’ are not shown in the room plan. 


6.13.5.2 Entry of multiple reservations 


Several reservations can be entered one after the other for a guest for different periods in different 
room types. 


One highlights the different periods or room types and opens as described above the reservation 
screen. The individual reservations are shown; reservation is done only for one name. 


6.13.5.3 Walk-in-Reservation 


Should a guest wish to check in without prior reservation, a reservation can be made in the room 
plan and the check in is conducted immediately. 


Create the reservation as usual and right click on it. Select from the context menu the functionality 
“Walk in”. The reservation screen opens for entry of data and at confirmation the guest is 
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immediately checked in. The functionality “Walk in/register report” checks the guest in, in the same 
manner and a registration card is printed. 


6.13.5.4 Creation of a reservation with move 
A reservation with move can be entered directly into the room plan. 


Highlight as usual the days on the room plan for both rooms. Please make sure that the departure 
date of the first reservation coincides with the arrival date of the second reservation. 


Open the reservation screen and find both reservations appearing. 


Tagging the checkbox L CN connects the two reservations with one another. Confirming with OK 
opens a message that the two reservations were linked. The reservation appears on the room plan as 
a move reservation. 


Status Anreize Tg. Abrie Anz Kategorie A LMr. 
1| GAT(D] + 29.03.06 4) 02 04.06 1 EZ t| 121 ube | 
2 | GATID) s 02.04.06 3) 06.04.06 1 Fa sa| 122 wane | 


6.13.5.5 Check In 


Several possibilities exist to process a check in in the room plan: 


"= Via the check in button Lic on the icon menu bar: 
The reservation is highlighted (name appears in red) and opened with a left mouse click. 


= Via the double click menu (see chapter "Double click menu") 


All checked in reservations obtain a tag and are therewith to be recognized on the room plan. 


6.13.5.6 Check Out 


The check out follows the same rules as the check in. Again there are several possibilities to conduct 
the check out: 


= Via the check Out button i co on the icon menu bar: 
The reservation is highlighted (name appears in red) and the check out icon is left clicked. 


= Via the double click menu (see chapter "Double click menu") 


The invoice dialogue opens. From there you can process further postings or post the payment. If an 
invoice has no open balance, the reservation is checked out directly. 


All checked out reservations obtain a double tag and are therefore identified as departed guests. 


6.13.5.7 Extended / shortened reservations 
There are a few possibilities to change reservation data. 


= Directly in the room plan: 
click on the departure date of a reservation and pull the end of the reservation with held down 
mouse key to the desired date. 


= Via the navigator menu: 
Change the arrival or departure date directly in the reservation section. 


= Via the double click menu: 
A double click on the reservation opens the double click menu, in where you can change the 
arrival and departure dates (see "Double click menu’) 
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6.13.5.8 Enter moves of existing reservations 
Use one of the following functionalities to enter moves: 


= Directly in the room plan: 
Position the cursor on the date on which the move should happen and drag the reservation to 
the wanted room. 


= Via the double click menu (see chapter "Double click menu") 


Please note that at day of move, the move needs to be notified (see chapter "Enter moves") 


6.13.5.9 Shift reservations 


Shifting a reservation to a new room number can be done directly in the room plan. By pressing 
down the CTRL key and the mouse key, the entire reservation can be shifted to a new date or to a 
new room. 


6.13.6 Double Click Menu 


A double click on a reservation in the room plan opens the Double click menu. It offers all actions 
that can also be conducted with the mouse in the room plan plus other functionalities. 


Read more on this in chapter "Navigator, Button Modify reservation". 


6.14 Available Rooms 


Front Office + Reports + Available Rooms 


E] Available rooms er oles 
From Date: We 08/03/06 = «| Room | RT Rat. Feature | > | | 
a 203 STOB Out ol FROH 1 
Mo. of days 1 x 234  STDB Dirty IRON... 1 
To dae Th OcteviG * 0 205 STO Ci FROH.. 1 
0 74 STDB gl NONS 1 
Mo. of rooms 0 z ë STOB Dirty NNS.. 2 
[] lre. rabe D a3 aT TB Q FRON 
35 STTB Cleaned MEDI... 
RT 406 STTH Cleaned MEDI. 
PADB 412 STTB Cleaned SMAL... 
su | All woes | 414 STT Cleaned SMAL.. 
PATB s - 416 STTB Cleaned SMAL 
TTA — 423 STTB Cleaned MEDI.. 
STDB 425 STTB Cleaned MEDI 
STTP GO! 427 STTB Cleaned MEDI... 
STS 428 STTB Cleaned FROH.. 
429 STTB Cleaned MEDI 
430 STT Cleaned FRÖN... 
Ma name | 435 STTE Clesned MEDI we 
valable: 118 Selected: i) 


This functionality allows to easily view the available rooms for a desired period. Immediately 
afterwards it is possible to make a reservation for one or more rooms. 


First enter the period. You can proceed by clicking on the arrow keys next to the field, to increase 
or decrease the date. Then highlight the room type. If you wish to search all room types, click on the 
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button All Types. Following which all room types are searched for available rooms except for pseudo 
room types. 


In the field “No of rooms” you can determine how many rooms are supposed to be selected. This is 
very helpful for multiple room reservation. 


Tagging the checkbox |“ incl. rate, a tooltip appears automatically in the list, as soon as the cursor is 
moved over a room. This tooltip gives standard rates for | to 3 pax. The opening of the list takes a 
little bit longer in this case. This is why the check box should only be tagged if one really needs the 
rate information. 


Click on the button GO!. 


The right side listing shows all rooms that are available in the selected period and correspond to the 
selected room type(s). If you have filled in the field “no. of rooms” the corresponding number of 
rooms will already be highlighted. Below the list the number of available rooms is inserted as well as 
the number of selected ones. 


In the columns "<" and ">" one sees the empty days before or after the reservation. A "0" would 
mean a direct connection reservation. 


It is now possible to select one or more room numbers by a simple click or one clicks the button All 
rooms, to highlight all displayed rooms. Clicking on the button Reservation opens the reservation screen, 
in which the room is already entered. The button Reservation+C! lets you book the highlighted room(s) 
and processes the check in immediately. 


6.15 Forecasting Reports 


Front Office + Reports + Forecasting Reports 


This functionality lets you create various forecasting reports, such as a rate, market or source code 
forecast. 


Clicking on this menu item opens a window to enter a date. Please note that the calculation length of 
the report depends on the selected period. 


6.16 Hotel Status 


Front Office + Reports + Hotel Status 


This functionality supplies an exact overview on the occupancy of the hotel. 
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Reports 
| Hotel status Eal 
Hotel status tor date:  O8/0SA08] to 0603/06 


[7] compute detailed rates ok] 


l [7] checked in amvals only = 
Available nome: le ms 56 | Lancel | 
Occupied room | 26 in % | 14 View | Help | 

Pint | 
Fiooms Persons [Pent] 
Checked m annals: | 6 5 
Pending antvals: 15 17 
a a ae Blocked roams: 1 
Total anivals: 21 EE seni 
Rooms ak: 183 
Rooms Persons Rooms Persons 
Checked out —— tt SCO Dap ooms: 0 | 0 
Pending depaihures | =z i 4 Complimentary 0 | 0 
i mE z Čompimentares in singe occupied double: 
Total deparhunes: d 4 : ng 
[11 70 
nhoune quests 11 11 ; x Bed utiizationmas. beds. 
i Ta 3] 
Åverage room rate 125.80 NoShows: 
D Rate per person [ 419.60 0 


Indicate a period for which you would like to determine the occupancy of the hotel and confirm with 
OK. Doing so fills in all fields of the dialogue for viewing purposes. 


compute detailed rates: If this checkbox is tagged, the shown forecast is calculated inclusive of all split 
table charges in rate codes. If this box is not tagged only a pure room forecast is given. 


checked in arrivals only: If this checkbox is tagged, only already checked in guests of today are counted 


in the inhouse guests. The values of the following days comprise arrivals, as it is believed that guests 
will check in. If one wants to add to today’s values those that have not checked in yet, this field must 
be deactivated. 


The reports can be viewed on screen by clicking on View or in printing by clicking on Print. As per 
default you have the choice between 2 different reports: Hotel status/revenue forecast and the Hotel 
status/Room forecast (without revenues). The latter is perfect for hand over to other departments 


such as the Shift scheduling. 
Note: 


At the bottom of the protel HMS the actual level of the hotel status is always displayed. Shown is the 
number of arrivals, departures, inhouse guests and the room occupancy in %. 


Mis Mss @i7 sm 


6.17 Lost + Found 


Front Office + Reports + Lost + Found 


This functionality helps to manage forgotten objects of guests. Through this menu item you open the 


lost and found window. Inhere you have first of all the possibility to filter the corresponding objects 


by tagging the checkboxes |] an, [MlLost items or [Yl Found items for display. As per default all articles are 
displayed as of opening. 
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E Lost + Found [leg 
(+) Al C) Lost tems ©) Found items 
ho Room Mame Description Date User Changed User | Text 
g 202 Jack Urnkwela 0711/06 Protel 
10 417 green be C1706 Frobal 
aa 11 413 cals Dall (AVE Petel C10 Frglel 
4 + 
Maeve hem 


Guest Guest search | Description: 
Skirt 
Amore am + | Search guest | 


Enter the guest name or start a guest profile search by clicking on the button Guest search to find the 
client. You may also enter the room number where the object was found. The button Search guest will 
display in the row below, the guest name that checked into this room. Clicking on Guest, opens the 
guest’s profile. 


The field “description” lets you create a very detailed description of the found item. 


Clicking on the button Articles adds the object to the upper listing. protel saves the date and the user 
name. 


A double click on the article marks it as found. Unfound articles are marked with a a). found ones 


with a *#. The found articles are deleted after 5 days from the data base. This may be changed in 
the PROTEL.INI. 


6.18 External Organizer 


Front Office + Reports + External Organizer 


A program such as Lotus Organizer or MS Schedule can be opened here. This needs to be set in 
PROTEL.INI! 


6.19 Housekeeping 


Front Office + Reports + Housekeeping 


A click on this menu item opens the housekeeping dialogue box with the tab “Housekeeping report”. 
For a good understanding all tabs are described in here one after another. 
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6.19.1 Room Status 


Housekeeping ogg | 


Room status | Enter room maid reports || Discrepancy | Housekeeping report Room Maintenance 
Filer 
F] Clean |] Checked [F] Clin poges @) All Housekeeping 
Ditty [F] Touched [|] Ou of Semice (© Mone | Searchioom | [C] Guest name: 


i Room t.. House... | Roomstatus FO St... Name of quest Arrival Ar... | Deja 
| TRACES TRACES ‘Vacan Clesned 
201] STTE Vacant Derby 
| 202 STTE Yeoman Cleaned 
| 203 STDE Wacaril Out of Service 
204 STOE Yacani Doty 
| 205 STOE vacant Dily 
| 206 2 TDE Vacant Dery 
| 207 PADE VWacan Crh 
| 208 PADE Occupied Dily 
| 203 SITE Vacant Urby 
| 210 FARE Oecuped Oriy w 


» 
| Abbrechen | | Hike | 


The upper section of this dialogue box lets you filter the rooms that are to be displayed. Therefore 
tag the checkboxes of the corresponding statuses. If you tag the checkbox tá All, automatically all 
statuses are tagged; the checkbox |! None untags all statuses. On top of that you can only view one 
particular housekeeping department. 


If you tag the checkbox bä Guest name you will receive the additional information on currently checked 
in guest and the FO room statuses. 


Once the filter is set according to your likings, click on the button Search room. You now see all the 
filtered rooms in the listing below. 


To change the room status of one or more rooms, highlight the room(s) and right click on them. The 
context menu for editing appears: 


cells Selection of the different room statuses 

irty 

Out of 

Service.... 

Vacant The housekeeper is able, without changing the availability, to change a room to 
Occupied “vacant/occupied”’. Even if the guest is checked in the system it can happen that he 


never moves into the room. Otherwise the guest could obtain the key of a vacant 
room and move into this one. This room can then be set to “occupied” by the 
housekeeper. The option to let the housekeeper handle the “vacant/occupied” 
function increases the room control and the teamwork between front office and 
housekeeping. 


All All rooms are highlighted or none. 
None 


6.19.2 Enter Room Maid Reports 


The room maid report lets the housekeeper tell Front Office if a room is occupied, vacant, cleaned 
or dirty. The entry in this window calculates the differences in the next tab. 
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In the lower part of the window you can enter the room number, the room status (as number) and 
the occupancy status (as number). Then press the ENTER key. 


ID numbers for the rooms and occupancy status: 


Room status 
l 
2 


clean 


dirty 

3 = Out of Service 
4 = checked 

5 = touched 


6 = cleaning in process 


Occupancy status 


0 
| 


room is vacant 


room occupied 


The button Codes indicate the ID numbers. 


6.19.3 Discrepancy 


Ficom status | Enter toom maid reports | Discrepancy Housekeeping report | Room Maintenance | 


TRACES TRACES 
201 STTE 
205 STOB 
208 PROB 
2049 STTB 
211 STTB 
rat | STOH 
218 PATE 
220 PRDE 
222 STOE 


(© Discrepancy oy OAN 
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Vacant 
Vacant 
Vacant 
Oocupied 
Vacant 
Vacant 
Vacant 
Yaco 
Vaca 
Occupied 


Guest/FO status 
faces 

Fadden 

Malek: 


Halek 
Lembe 
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The discrepancies are noted from the actual room status and the entered room maid reports of the 
housekeeper. In order to see only the discrepancies, please tag the checkbox bål Discrepancies only and 
then click on the button Display discrepancies. If the checkbox bä All is tagged, all rooms are shown, 
whereas the discrepancy rooms are listed in red color and the one without in black. If the 
housekeeper finds an occupied room that should be empty, according to protel, an X is seen in the 
column “Housekeeper”. 


6.19.4 Housekeeping Report 


en) % 


Room status Enter toom maid reports | Discrepancy | Housekeeping report | Room Maintenance 


Date (08/03/06 | [C] Retesh (Prit) [C view] To Allocate points | | Points| 


Dept. # Room type Hane Arrival Or... | Depa... De... VIP Stes | | 
2a 20] STTB Fadden OBS06 1647 1003/06 udi.. Amvaa 

Za 202 STTB Jack 07,0306 2754 Gags /06 Depa 

2a 22 SITE Blocked 08/03/06 09/0306 Ameal 

A. 203 STOE Viecaril 

2a 204 STOE Vacarit 

2a 205 STOE Malek 07/0306 21:54 0803/06 Regu.. Depa.. 

2a 206 STOE Vaecaril 


eu FRO Vacant 
208 FRADE vacan = 
# 
-Files | 


[k] cleaned [F] checked [F] cleaning in po © AI Housekeeping 
[H] dety touched [H] Out of Service (O) None 


LI se 


[0K] [Abbrechen 


This functionality opens an overview dialogue of the current booking status with room status, incl. of 
stayovers, arrival and departures, moves and laundry changes. 


Enter the date for which the housekeeping report is to be created and click the button View. This 
creates the list. The button Print can print the list immediately. 


The Point allocation may as well be entered through this dialogue box. 


Enter in the field “To” the total number of points. Points are created in System Data, but may be 
changed via the button Points. It makes sense for instance to set a point for | or 5 minutes to facilitate 
the handling of numbers. 


After clicking on Allocate points, protel distributes the points on as many departments as needed for the 
number of points. Each department may stand for one room maid. The sections overwrite the 
created housekeeping departments in System Data. 


It is possible to edit the point allocation afterwards manually, by right clicking on the entry. The 
opening context menu offers different editing options: 


Move to department 1 - Shift the highlighted room to a by protel created department. 
6 


Move to new Shift the highlighted room to a new department that you are just creating. As 

PEPAINDENI soon as it is created, it appears in the above department listing. Manually created 
departments are identified with letters; the system created ones are identified by 
numbers. 


Points In here you can change the points for the highlighted entry. The change is only 
valid for this entry and is not saved. 
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The filter function lets you filter the display of the room list. Select a room status through the 
checkboxes or enter a housekeeping department (this field applies to departments created in System 
Data). Refresh the view by clicking on Use 


6.19.5 Room Maintenance 


Housekeeping oka 
Room status Enter room maid reports || Discrepancy Housekeeping report Room Maintenance 


@Ab OAlldue ©) All done | Paint | 


Room .. Rooms... Rea... | Text Dake User | changed! Lser bie 
Pett Ceard BATIH  Bahmom ShavngMa.. Usr01/09 Ch. 06/0103 Ch.. 
PATE Cleared BATH Bathioom Shaving Mi 05/0039 Ch 06/0103 Ch 
PATE Cleared SHOW. Showe rad needs iah.. 05/01/09 Ch. 060103 Ch... 
STTB Cleared BULBS Bub: Desk lamp not 05/0109 Ch. O61 AG Ch. 
STOE Ceared DAM... Trouser Press does no.. O5/01/08 Ch.. 

K EEN STTB Geared DAM... Trouser Press does no.. 05/0109 Ch.. 

(ay 209 STOE Out gl BATH Bathroom Shiai mit 05/01/09 Ch 06/0109 Ch 

Dzs PHTE checked DODA Door Wardrobe doo.. USA Ch. Dbam Ch. 
G) ea FADE Dirty BULBS  Sidwer desk lamp not w 06/013 Ch 060m Ad Ch w: 


[oK] [_abbrechen | 


This window lets you keep a protocol on any room repair. 


Filter the display of entries by tagging the checkboxes [“lan, b4 All due or |] All done. 


A right click in the table section opens the context menu for editing of the listing. Selecting “New” 
opens a window for a new task of room maintenance: 


Room maintenance 


Room 204 ba 
[| Set room status bo Uut of Serice 
Reason CARPET “Camel w| 


Tē Carpet 


Lok} cna) 


The pick up menu lets you select the corresponding room number. Tagging the checkbox L4 Set room 
status to ‘Out of Service’ set the room immediately to the status “Out of service” if this is necessary. 


In the pick up menu “Reason” select a reason and enter a free text in the field “Text. Close the 
window by clicking ok. The entry obtains the date of entry and the user ID and gets marked with the 


symbol a 


The same dialogue opens up for editing of an entry. The function ‘Delete’ lets you remove entries off 
the room maintenance list. 


If the repair was done for example by an inhouse technician, you can set it by double clicking on the 
item to “done”. The window in which you can select a room status opens. Done maintenance work 


is also marked with the date and user ID and are marked with the symbol D. 
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‘Switch room status 
Shalit 
CI Clean ©) Checked (3 clean. in progress 
(Date CY Touched {> Out of sevice 
LOK} Cancel 


6.20 Room Status 


Front Office + Reports + Room Status 


This functionality opens the dialogue box of Housekeeping. The tab “Room status” is shown. 


6.21 Room Discrepancy 


Front Office + Reports + Room Discrepancy 


This functionality opens the dialogue box of Housekeeping. The tab “Discrepancy” is opened. 


6.22 Administration of Cots 


Front Office + Reports + Administration of Cots 


In here a standard number of available additional beds and cots can be entered. If at reservation time 
an additional bed is requested, it gets automatically deducted from the available beds; this window 
helps as well the housekeeping department to obtain a quick overview on availabilities of beds and to 
prepare eventual bottlenecks. 


E Additional bed overview ole 
Beads O6foS o9fos 10/03 LOS 1203 H503 L403 15/03. beefs 17/03 158/03 19fG ži 
Add bet 0 0 O 0 0 0 0 0 0 0 0 0 
Available 18 18 16 16 16 18 13 19 18 19 19 19 
Total 18 18 16 16 16 18 18 18 18 18 18 18 
Cots 0 Ü 0 HW 0 0 0 0 0 0 0 0 
Available 6 6 6 6 6 6 6 6 6 G 6 6 
Total b b b j È 5 b 5 6 b 6 Ë 
ran m | = >| 
Dicplay penad = Overal bed inventory Sa inventory on a pet day basis . 


From: 08/03/06 To: (21/0306 | Quant: | 16 / 6| | From 10/03/06 To 12/03/06 
m A 16) mr 


Select a period for which you would like to define the additional beds and cots and click on Refresh. 


You can determine a default amount over the entire period. Enter the numbers in the entry fields of 
the section "Overall bed inventory" and click on Set inventory. The left field determines the number of 
cots the right one the number of additional beds. 
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If for example, cots are taken off the hotel for a couple of days, you may as well reduce the inventory 
for individual days. Fill in the fields “from/to” and select the bed type of the pick up menu; then 
determine the valid number of beds for the entered days. Click on Set. Clicking on the button Set to 
default can cancel the change of the individual amount and resets the default quantity. 


6.23 Reservations on the Book 


Front Office + Reports + Reservations on the Book 


This gives you an occupancy listing for the particular year in a table overview or graphical format. 


The listing comprises Room and Bed occupancy and supplies information on assigned but not 
reserved room allocations. 


o Reservations on t... = Lal g 


‘ear 2006 
Ës gid 
TE 


You may view the report on screen View or print it directly Print. 


6.23.1 Table Grid Overview 


In this table view rooms and beds are shown that are available per month. Opposite one finds the 
rooms that were occupied, as well as the occupancy in %. 


Please note that rooms that are blocked for the shown period, are deducted from the total 
availability. 


Annual surrey occupancy (Occupied rooms) A= Rooms $= Sleepers) 
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6.23.2 Graphical Chart Overview 


Beds / Room 


= 


Mrz. Apr. Mai. Jun. Jul. Aug. Sep. Okt. Nov. Dez. 
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7 Office 


7.1 Internal Reporting 


Front Office + Office + Internal Reporting 


In addition to the reports that are accessed through menu item “reports” or the icon menu bar, 
protel offers further reports. Those are divided into several groups e.g. reservation, finances, end of 
day closure etc. 


Ss Reporting Loe 
= S Des 


+ 38 “All reports eceted by mame 
AD Aer End of Day 
TD After End of Month 
2 Alter End of Thursday 
RS Ate End of Year 
AD Banquet 
© Cash register closure 
2] Cash register closure booking report [kasjou] 
a] Cash register closure report [kasber] 
na Cortroling 
“2 Deposits 
| SA End of day 
A Financial 
ma Graphecal tepals 
4 Guest profiles 
A Housekeeping 
ED New reports 
{2 Option tor EOD) 
Mt Reservation 


I-H HH HH H l 


+ + 4 


2 


+i a H H H H H I 


2 2_Others 


OF. Cancel view Piira | 
| 


First thing you see after opening the office menu item is the listing of all reporting groups. Left click 
on the "+“ in front of the group to view all corresponding reports. 


If you do not know in which group to find the wanted report, open the expansion “All reports 
sorted by name” and search in there. 


To open the report one left clicks on it and receives the screen view. 


Some of the reports will first ask a question, e.g. if a posting ledger should be opened for a past date, 
you will be requested to enter the time period first. The date entry happens in the same manner as 
in all protel HMS dialogue boxes. Via the "+" key you increase and the "-" key decreases the date. 
The date can also be entered directly to the field, as well as to be selected with the calendar button 
that is shown next to the entry field. Please note the importance of upper and lower cases as well as 
the entry of entire words. 


Editing of reports 
If you right click on a report the context menu opens that offers several options: 


View Display of report on screen 
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Print 


Print with 2,3... 


Copies 


Export 


Description 


Open all groups 


Close all groups 


Master password: 
change report 


configuration 


Printing of report via default printer 


Increases the numbers of copies accordingly 


protel Front Office User Manual 


Most of protel generated reports can be exported into another format such as 
* xls. Nevertheless some of the elderly protel version reports do not offer this 


functionality. 


Partially you find report descriptions that can be opened via this menu item or 


even add your proper description. . 


All file expansions are opened in the tree view. 


All opened group expansions are closed. 


This menu item serves only maintenance purposes of protel hotelsoftware GmbH. 


7.2 Report Spooler 


Front Office + Office + Report Spooler 


At day closure as well as at cash register closure the day end reports are spooled, meaning the 


reports are saved to the hard disk and are printed after total closure. 


The saving to hard disk enables you to view the reports again at a later stage. The spooled reports 
are deleted after 30 days. There are however available reports on the past that can still be opened 
alternatively. 


= Report spooler 


D.. 
e206 
22/02/06 
(600/06 
05/03/06 
(600/06 
CS /00/ 06 
06/09/06 
OSANE 
05/03/06 
(E0006 
06/03/06 
3 


[a] [ Nene | 


Per... 


10:26 
lO 26 
21:48 
21:50 
21:50) 
21:50 
71:52 
21:53 
21:53 
21:53 
21:56 


Report 

Cash regetar closure repel (dale: 15.04/05) 

Lash egete closure booking report (date: 15/04/05] 
Posting report EOD by dabe & hme (date: 05/03/06) 
FC Hear reason (date: 06/03/06) 

Serial printout Excel protocol (date: 06,103,065) 
Arasa [dale 06/03/06) 

Posting report EOD by date © time (date: 06/0306) 
FC Hear reason (date: 077/03/08] 

Serial printout Excel potocal (date: OF 405,05] 
Asoza [dake 07/0306) 

Cash reget closure epal (dale OF 03/06) 


[ox Jl cac [Hep | 


All 

None 
Print jobs 
View jobs 


Delete jobs 
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Highlights all reports in the list. 


Jog 


Location 

e\probeldema\S 
co\probeldena\S 
c\probeldema Ss 
c\probeldena\S 
co \proteldema'Ss 
e‘\probaldana'S 
co\proteidema\S 
e\proteldemo\S 
co\probeldamna'S 
cc\proteldema'S 
e‘protedenca\s 

} 


| ViewJcbs || Delete Jobs. | 


Un-highlights all reports in the list. 


Prints highlighted report(s) 


Shows highlighted report(s) on screen. 


Deletes highlighted report(s) 


A 


| 
M 
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7.3 Manager Spooler 


Front Office + Office + Manager Spooler 


The Manager Spooler has the same functionality as the report spooler. However it gives you the 
possibility to open access of certain reports only to particular users. Reports that have been marked 
accordingly in System Data can only be viewed and edited by users with the corresponding access 
right. 


This functionality may also be used not to print reports immediately at days end, but only to show 
them inside the spooler. This way the reports can be printed at a later stage (up to 30 days). 


7.4 Graphic Module 


Front Office + Office + Graphic Module 


On top of the reports that are opened through the menu item “reports” or the icon menu bar, 
protel offers a graphic module. If you are invited to enter your license code, please contact your local 
protel partner or protel hotelsoftware in Dortmund. 


The listing displays all available graphics in protel. If you would like to view the chart of a particular 
group, select the group in the list. The button All lets you view all available graphics. 


To view a chart on your screen, highlight the entry and click on View graph. 


The perspective of the displayed chart can be changed with the scroll bars beneath, right top and 
right bottom. Further you can change the display (Bar diagram, line, pie chart etc.) and the type 
through the pick up menus on the right side. The section “Display” lets you tag if horizontal and 
vertical grid lines are to be shown. If you wish to see lines that show the minimum and maximum 
average level you may as well tag the corresponding checkboxes. 


The button Summarize lets you sum up values in the chart and display those accumulated values. 


Clicking on Clipboard copies the graphic to the clipboard to enable a further use of other programs 
(e.g. MS Word). 


You can print the graph by clicking on Print. 
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7.5 Commission Clearing 


Front Office + Office + Commission Clearing 


The own commission clearing of protel HMS handles the calculation of commission payments to the 
corresponding travel agents. This functionality allows knowing the value of the commission payment. 


The menu item allows the detailed creation of clearing reports, forms, and cheque printing files or so 
called Travel Agent Commission Clearing under the HCC format. 


Charge or payment postings that for example reduce the invoice of a reservation and therefore 
change the revenue, are not processed. In the same manner no changes are done to the cash float of 
protel HMS. The commissions are calculated in this menu item and indicated as paid. This serves the 
control of invoicing to travel agencies or the investigation of due remittances of commissions to the 
travel agents 


The functionality is available in the guest profile types “Travel Agent" (TA), “Company" (CM), 
"Source" (SRC) and "Group" (GRP). 


O Commission clearing BA 


Caiculale comnmesior 
Habel: AICH - Aachard’s Hotel. ASPU 24.) London [2] 


For all departures frome to: | OF 03/2006 | Cakulète | [l Automatic wih EOD 


History Batch 
a Fad commissions onk any Babeh re. 


| Status Date Account Agent 

| Agent: Couréry mi... 1 1603... 9674 Hits Tour Travel Leboa 
Ok 1 16/03 pE Tu Nedeland 

| ÜK 06/03... bbs Tui Nedarand 

OF. 06/03. bes Tui Nederland 

| OK 06/03 DEF Tui Nedeland 

FA 

Modity commissions Export commrsion data to fie 


(ter a) Lace) sea) aiaa) Cronin 


[| Print commession statements 


[on || Cancel | | Print | Whew | [| send emat 


The already departed reservations appear in the dialogue box of the commission clearing. No 
calculation is done for current reservations, as the data may still change during the stay. 


The dialogue itself is divided into 3 parts: 
= The upper section if for commission calculation. 
= The middle section displays the commissionable reservations. 


= The lower section lets you create the payment instructions or changes in commissionable 
reservations. 


Calculate commissions 


The upper part lets you calculate the commissions. The date “from” is filled automatically from the 
date of the last calculation. Therefore it is only necessary to enter the “to” date. Enter it and click on 
the button Calculate. If the checkbox #4] Automatic with EOD is tagged, protel HMS calculates the 
commissions automatically at days end closure. 
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History 


This part serves as filter for the listing. If the checkbox lí Paid commissions only is tagged, all 
reservations that are marked as paid are listed. If you enter a valid batch number (assigned at end of 
day calculation), the listing only displays reservations that contain this batch number. 


Batch 


The button Report lets you print a report on the paid commissions on the previously entered batch. 
The button Statem. creates and prints a notification of the batch for the travel agencies. This needs to 


have been created in System Data. 


The button React. lets you set back the batch as unpaid. 


Listing 

Status Taken of the guest profile. Important for creation of HCC file. 

Run Batch number. The number is assigned at day’s end closure. If a periodic clearing is 
done, no running number is attributed. 

Date Commission clearing date 

Account Guest profile number of commission recipient. 

IATA International booking number from guest profile. 

Agent Name of commission recipient as of guest profile. 

Amount Commission amount in local currency. 

LOC 

Currency Entry of currency code, if payment is done in foreign currency e.g. USB. 

C-Amount Amount of foreign currency if the payment does not happen in local currency. 

Comm- Commission code as per guest profile. Basis of commission calculation. 

Code 

Name of Guest name as of reservation. 

guest 

Arrival Guest Arrival 

Departure | Departure date 

Room Room number as per reservation 

Res.No Reservation number of booking for which the commission calculation is done. 


Modify commissions 


New This button opens the dialogue “Modify commissions” to create a new one (see 
below) 

Change Opens the Dialogue “Modify commissions” to edit highlighted commissions (see 
below). 

Delete Removes highlighted commissions from the listing. 

Reactivate Resets already paid commissions to status “unpaid”. 
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Clicking on New and Change opens the dialogue box that can create and edit commissions. Read below 
the explanation for the individual fields. 


Modify commission | Ax 


boun Ei 


Agent: [Search || wew | [a] 
| Cancel | 


Guest name l Seach | View 
pial: 306 Departure 16/04/05 Rigor Zl? 
Revenue GEP a e025, 00) 
Comm. Code: |10x%GD5 | 
Conmmission 202.50 
Tari: 0.000 0.00 
Tax 2 0.000 0.00 = 202.50 
Remas 
Staue 
Agent Display of the assigned commission recipient. Assign a guest profile via the button 
Search or open the profile of the assigned guest through the button View. 
Guest name Display of the guest whose reservation is commissionable. Assign a guest profile via 
the button Search or open the profile of the assigned guest through the button View. 
Arrival Arrival date of the reservation 
Departure Departure date of the reservation 
Room Room number of the reservation 
Revenue Currency in which the commission is to be calculated and the amount to be 
commissioned. 
Comm.Code Selection of commission code that determines the calculation. 
Commission Calculated commission 
Tax1/2 If a commission calculation is to be done for a foreign country with a net rate, the 
tax code to be used can be entered here. The left field contains the % and the 
amount is calculated automatically. The right field is used for a fixed amount. 
Remarks Free entry field for information on this commission. 
Status Free entry on the status of this commission. 


Export commission data to file 


Select a commission type, previously created in System Data, from the pick up menu (only 
"Calculation", "HCC" or "Cheque") and tag — if needed — the checkboxes below for further details: 


Print commission 


report 


Print commission 


statements 
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If this checkbox is tagged, a corresponding report is printed as START of the 
payment process. 


If this checkbox is tagged, a corresponding statement is printed as START of 
the payment process. 
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Send email Tagging this checkbox and entry of an email address sends the form to outlook 
and lets you mail it out immediately. 


The button Start commences the payment process according to the previously selected details. 


lf a commission type, such as "HCC" or "Citibank", has already been selected, you can view and edit 
(not recommended) the created export files by clicking on the button HCC files. If the commission 
type “Cheque” has been picked you can view and edit (not recommended) the already created 
export files by clicking on the button Cheque Files. 


7.6 Word Processor 


Front Office t Office + Word Processor 
This menu item opens an external text treatment program. If for example MS Word is installed on 
the station, it can be started via this menu item. 


Configuration is done by protel hotelsoftware GmbH, Dortmund. 


7.7 Edit Templates 


Front Office + Office + Edit Templates 


This menu item enables you to create or edit templates. 


Clicking on the item opens the internal processor “High Edit”. If a new text is to be created, you can 
do so directly in the opening window. If you wish to modify an existing text you can open the 
existing template file with open. 


Please save all templates in the indicated directory. In order to manage the templates centrally and 
accessible for all, the default folder is "Template" in the protel directory. Please do not change this 
preset pathway in High Edit. 


Example: 


In System Data a confirmation form was created. During reservation the caller asked for a hotel 
brochure. To include this in the confirmation letter, the text needs to be changed. In order not 
having to add the additional text manually, you may add a template. 


The F9 key opens a window that lists all existing templates. The needed template can be added with 
a double click on the item. 


Please note: 


At template creation it is to be noted that a file is created according to the template name. Choose 
the name in a way that it is visible which template hides behind the name. The name of the file should 
not exceed 8 characters. 


© 2006 protel hotelsoftware GmbH Page 153 


Office protel Front Office User Manual 


7.8 Internal Word Processor 


Front Office + Office + Internal Word Processor 
This menu item opens the internal word processor "High Edit". The use of this program 
corresponds to the Windows Standard. 


In order to manage all texts centrally and accessible to all, the default folder is the protel directory. 
Please do not change the preset pathway to High Edit. 


7.9 Information Book 


Front Office + Office t Information Book 


As of version 10.432, protel has got a phone and information directory. Inhere phone numbers, 
addresses and also corresponding documents may be saved. 


Lategory "Al categories 


Fiter: 


Mame Phone Details 
Le palace [Restaurant] 


ap a-m a F Gr a a m g 


A Louvre 0145678.. infomation H7 670d 


| Š] Protel H... +33 46715. 


Fee Sm requed 


www Jepalacerestaurant.tr 


Select a category from the pick up list or view all category entries. 
For MPE-Installations one can select a particular hotel or all hotels from the pick up list. 


Thanks to the filters you may filter the entries according to specific words contained in the entries. 
Enter the word and click on the list section. Only entries that correspond to the search will appear 
in the table. At any time you may view again all entries by clicking on the button All. 


The entry details can be seen on the right side of the window by highlighting the entry in the table. 


Create new entry 


To create a new entry click on the button New. 
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Information book - edit atg 
Name: Le palace 
Telephon +97 6707755 
Category: Riestauran - Restauran ~l | = | 
Hotel RICH - Richard's Hotel, ASPO 24J London [2| v] 
Delais Reservation raguied 
Document: | _ [| Copy to central storage area 
URL ww lepalacerestaurant ir 


mee aA 


Here you may enter the name and phone number. Select a category of the pick up list to assign to 
the entry and select the hotel (only for MPE). Creating a new category is described in the following 
chapter. 


The field "Details" lets you add further information such as address, fax number etc. 


You may also add a corresponding document. Therefore click on the button .. to browse for the file 
to be added. In order to grant the access to that file to all users, it should be stored in the folder 
“Scanner” within the protel directory. After selecting of the file, tag the checkbox L¥J Copy to central 
storage area. This way the document is also saved to the folder “Infobook’” in the protel directory. The 
button Open document opens the file or clicking on Delete attachment lets you remove it. 


If a text file was added, the entry is marked in the listing by a ¥ symbol. If an image was added the 
symbol a appears. 


Should you wish to add an internet address to the entry, enter it in the field "URL". 


Create new categories 


Information book categories 


Piuse 
Hiuseum 
Museum 
Protel Hotline 
Restouran Restaurari 


Group 
Sort order: ü 


C] Don't display in FO [_] Available in fntemet 


Hotels: Avaliable wall hotel: | in | 


Change language dependent besi 
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New categories can be created by clicking on the button ... in the upper section of the screen. A 
window opens in which you determine the abbreviation, the name and the group affiliation. The field 
sort order lets you determine the order of the entries. 


If the checkbox L¥#! Don’t display in FO is tagged, the entries of this category are not available in Front 
Office. Tagging the checkbox l+ Available in Internet displays the entries of the category in the WBE 
(Web Booking Engine) — if installed. 


The button New creates the category and it appears then in the listing on the left. Existing entries can 
be edited with the button Change. First highlight the entry to be modified, conduct the changes in the 
fields and click the button. The button Delete lets you remove the created category. 


7.10 End of Day 


Front Office + Office + End of Day 


The end of day closure needs to be done on a daily basis. This handles for example the posting of 
room rates, sets daily revenues to "0", creates statistics, prints certain reports and of course 
increases the daily protel date. 


The end of day closure is not to be taken by mistake for the cash register closure. The cash register 
closure handles solely the payments and can be processed several times during the day. The end of 
day closure should only be done once in a day as the date is increased by one day at each closure. It 
is recommended to conduct the closure at night time. 


No back up is done with the day closure!! 


During the closure it is not possible to network on other work stations. During this time a specific 
message window appears on other work stations. 


You can determine in System Data which reports are to be printed or which reports are defined as 
default print outs. For default print outs it is impossible to interrupt the printing. Otherwise it is 
possible to un-highlight those reports that are not to be printed in the listing through a simple click. 
On the last day of the month or the year, additional reports appear that were assigned for month 
end and year end closure in System Data. 


If at beginning of closure certain departing guests have not departed yet or arrivals have not checked 
in yet, the corresponding lists appear (Arrival/departure lists). These lists allow you to process a 
check in or a cancellation. It is not possible to close the day if a departure has not been checked out. 
In this case, please change the departure date or post the balance of the guest on a hotel account and 
check the guest out. A reservation, expected for arrival that is neither checked in nor cancelled, 
obtains the status ‘No show’. This is added to the guest profile. 
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‘End of Day 


Wednesday, 08/03/06 


Printing report to Dall Laser Printer 1700n | 


| Report O.. Group 
| Balances of guest accounts (EOD) End of day 
| Moiding report (EOD End of day 
Balances and revenue control (EOD) Ered of day 
Posting repot EOD by date & ime End of day 
«Booking report payments bo quest ac... End of day 
Weekly revenue report [Thursday] Alter End of Thuredap{TH [after ... 
| Revenue Repat EOD NET Alter End of Dadalter EOD] 
Ss! 
chon 
OF, starts End of Day 


[ok Jf caa J [He | 


The date, for which the end of day closure is to be processed, is shown in bold. Beneath you find the 
button that indicates the printer on which the closing report is to be printed (Printing report to Microsoft 
XPS Document Writer). Clicking on this button lets you select another printer. The listing below displays 
the reports to be printed. (unmarking an entry avoids the print). Clicking on OK processes the 
closure. The field Action indicates which functionality is currently treated. 


Tagging the checkbox # Fast EOD does not process the reorganization of the database. This function 
can only be activated 3 times after which a total end of day closure has to be processed. 


Clicking on Last EOD shows the status of the last end of day closure (Service functionality). 
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8 Options 


8.1 Printer 
Front Office + Options + Printer 


The protel HMS uses automatically the printer that is configured as default printer via Windows. 


If this printer is not available or if other print outs should be send to other printers, you may select 
printers in here. This setting is obsolete at the next start of protel HMS. 


8.2 User Logoff 


Front Office + Options + User Logoff 


A user can log off or change his password in here. 


8.3 protel System Data 


Front Office + Options * protel System Data 


Opening of protel HMS System Data 


The System Data represent the foundation of the protel installation, on which rely all plans, 
calculations and selection possibilities of the system. All data, that are hardly changed and used in 
many places (e.g. Room types, Rooms, Transaction accounts etc.) are created in here. 


It is possible to change previously created System Data. Some changes may have large consequences. 
If you wish to process modifications please contact your local protel partner or protel 
hotelsoftware GmbH in Dortmund. 


8.4 Active Sessions 


Front Office + Options + Active Sessions 


All currently active work stations that are working on protel are shown here. This dialogue box is 
especially interesting for network installation, where several protel stations work simultaneously. 


Under "Station" the number of the protel HMS work station is displayed. Next to it is the user name 
that is currently logged in and the date and time since when the station works on protel HMS. 


8.5 Wake up Calls 


Front Office + Options + Wake up Calls 


The wake up calls are especially interesting for clients with a corresponding PABX interface. The 
inhere entered wake up calls are automatically transferred to the PABX where the wake up calls are 
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executed. Of course all other clients may as well use this functionality as it is possible to print wake 
up lists that let you conduct and control the calls manually. In both cases the handling is the same. 
Per room and day you may add up to 4 wake up calls. 


The dialogue box wake up calls let you make a pre-selection for which reservations, wake up calls 
shall be added: 


rE 


Wake up calls Ed 
Sot onder Sof TA Cop Grp 
Name C) Name: E Room na 
Roon C TA/OORP/GA 
Comp 
First 
Sc/TACome 


= Cancel | | Help | Frim | 


It is possible to search by guest, companion, company, group or travel agent name or by room 
number and determine in this way the pre-selection. 


If no entry is made and one confirms with OK, the wake up calls or all reservations are shown that 
have checked in or arrive today. A double click on a reservation opens directly another dialogue 
“Wake up calls”. This dialogue can also be reached from the navigator menu via the button 
“More...” Inhere you may enter new wake up calls or edit or delete existing ones. 


If you wish to enter a wake up call for a guest that arrives in the future, you may do so via the 
navigator menu, "Button More..., Wake up call". 


Entry of wake up call 


E Wake up Calls leg 
Name RT Arrival | Depar... Pre Stat, WE ash ChA Ta 3 
228 Wad PATE 06/03. 11/03.. 0.00 Cl SL. Sh, 


4 > 


fe) wo fe|Tu fvlweE FITH FJR Csa [su 
Bw BH £80 G0 ew 


In the lower part of the screen one can enter the wake up calls. Therefore do the following: 


Highlight one or more reservations (as long as all guests are supposed to be woken up at the same 
time) and enter in the first field a 4 digit wake up time (e.g. 0730) If this wake up time is supposed to 
be valid for all days on can click immediately on the button All. For week days on which no wake up 
call is to be made, untag the corresponding checkbox (“J mo - EŻ] su) through a simple click. It is of 
course possible to enter a different call for each weekday. 


You act the same way if a guest wishes to be called several times. Those times are entered in row 
2./3./4.. 


To finalize confirm with OK. 
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8.6 PBX Protocol 


Front Office + Options + PBX Protocol 


Inhere the last phone calls are listed. This is useful for all hotels with a PBX interface. 


If "hot posted***" is shown, the call has been made from a phone that has not been configured in 
protel. This could be for example internal office or administration phones. 


In the lower part the automatic refreshing of the time interval is displayed. It is possible to change 
the number of displayed calls by clicking on the buttons -10 or +10 and Update. These entries can be 
configured in PROTEL.INI if needed. 


8.7 Enter Moves 


Front Office + Options + Enter Moves 


It is very easy to enter reservations with move (room change during the stay) in protel HMS. protel 
manages such moves and shows exactly who moves on which day from one room to another. 
Nevertheless protel can not know exactly at what time the guest leaves the old room and moves to 
the new one. To inform the system on this and this way for example block the phone line in the old 
room and release it in the new one, you need this functionality. 


The following window shows all moves of the current day. Should you wish to declare a move as 
done, highlight the corresponding entry and click the button Proceed. To confirm you the successful 
move, an “x” is marked behind the guest name. The other way round you are able to cancel a 
confirmed move by highlighting the entry and click on the button Cancel, the "X“ is no longer visible. 


Alternatively you can also switch by double clicking on the entry. 


The button All lets you highlight all entries and none takes off the highlights. 


| Perform move for date 08/03/06 
Move fron 
at RT. # RT. Name Move 
234 = STDB 235 STOE Sea 
| Ail | | Marie | 


(m Tka) | Te | ee icoane =) 


8.8 MPE Hotel Selection 


Front Office + Options + MPE Hotel Selections 


(only for protel MPE) 


Opening of the screen for MPE hotel selection. 
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8.9 SQL Editor 


Front Office + Options + SQL Editor 


Lets protel hotelsoftware GmbH Dortmund conduct maintenance functions. 
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9 Profiles 


9.1 General Information on the Guest Profile 


For each “Contact”, be it guest, corporate, travel agent or reservation agent, a profile is created in 
protel that contains important information in different tabs. 


To sort and easy search of the profiles, protel divides all profiles in groups that correspond to a 
certain profile type. 


It is differentiated in: 
Private For private guests that usually reserve for themselves. 


Companies For companies that reserve for their staff. Those profiles are often used as 
Master profiles. 


Travel Agents For travel agencies that handle reservations for their clients. 


Groups For private or corporate groups, meaning groups that usually arrive and depart 
together and that share similar booking details. 


Source For reservation agents that handle reservations for clients. 


The entry of the new name of a client or a company is always started in protel through a profile 
search to avoid double creation of profiles. If no corresponding profile was found, you may create a 
new profile. 


At assignment of a guest profile a Profile Search is done first that allows you to filter the profile 
according to your defined criteria in order to enable you to easily find the profile. 


9.2 Search Profiles 


Front Office + Profiles + Private / Companies / Travel Agents / Groups / Source / All Types 


9.2.1 Guest Search 


To start a search for a guest profile, you can select a type of the menu item ‘Profiles’. Clicking on All 
types lets you search for all possible types. 


A filter mask appears in which you can search for the Name, First name or City of the guest or — if in 
existence — his membership number. In the search for all types you can also search for the IATA 
number. If you are not sure on the spelling, it is sufficient to enter the Initial. The system will then 
search for all entries that start with this letter. Please note that the risk of spelling mistakes increases 
the more letters you enter and protel might not find the searched profile. 


This way the search for guest "Ambrosius", First name "Thomas", from Dortmund may look as 
follows: 
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Search profiles 


9.2.2 Guest Search SQL 


Via the advanced search function in SQL versions, it is possible to conduct a search for guest profiles 
for which the initials of the name or the city are unknown. 


This search is started by setting the % sign in front of the known part of the name. 
Example: 


If you enter in a name field e.g. "%man", all profiles will be shown whose name contains “man” 
(Herman, Emmelman, Feldman etc.) 


9.2.3 Search Result 


After entry of search criteria, a window opens that lists all the guest profiles that correspond to the 
entry. 


Oo Search result - S 


Mame City Birthday Street 
‘Pacey Arn DURHAM Railway Cotta... 
Pagan bir OBAN Neaveton 

Page Mis CANNOCE 1? Newhall Cre 
Page G Me 

Page John Mr Linkthagiows 28 Ketlisheurn G.. 
Page 5 Ms LONDON 336 Lave Fai 
Page Sarah Mics 

Page SheleyMs CHESHAM 10 Yew Tree Ci.. 


Paget H 
Palle Gouy Mr 


Paistey J B Mi wIGTON Maylieid | 
Palace Pucio w| 


Hade E wri 
Lets 


If a guest name is shown in red color, a message is added in the profile (not for SQL). 


The column contents depend on the search criteria that you are looking for. The above example 
shows the search result of a private profile. A double click on the profile selects it for editing. 


9.2.4 Button explanation 
In the lower part of the window you find besides OK, Cancel and Help the following functionalities: 


New If the profile is inexistent, you can create a new profile with this button. 
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Delete If a profile is no longer needed, you may delete it with this button. 


Profile type If a profile was created for the wrong type, this button lets you change the profile 
type. A pick up menu appears that offers all available types. Highlight the new 
profile type and confirm with OK. 


View If more information is needed for the selection of the guest profile, you can view 
the profile from here. 


Invoice history Opening of the tab "Invoices" in the guest profile. All invoices are shown that were 
done for this address. 


Guest history Opening of the tab "History". All past reservation of the guest are displayed. 

Future Opening of the tab "Future". All future or checked in reservations of the guest are 
displayed. 

Letters (res.) / Opening of the tab "Letters". It is possible to create new letters or to edit existing 

SEBS I ones. Due to different contacts for reservation and invoices in the profiles the 


reservation and invoice letters are opening individually. 


9.2.5 Context Menu 


A right click in the listing opens the context menu that offers further functionalities: 


Select profile The profile is opened and the search result window is closed. 

View profile The profile is opened and the search result window remains open. 

Create new profile A new profile is created. 

Create new profile as copy of If an identical profile is to be created, e.g. a company profile for a 

marked prote different department or contact, this menu item is to be used. It 
creates a copy of the opened profile. Statistical information is not 
copied. 

Create new profile as copy Same function as above, only that the names are not copied here. 

address only 

Delete profile Deletes the highlighted profile. 

Change profile type This lets you change the type of the profile. Please note that 


information is lost, if a private profile becomes a company, TA, source, 
group profile or vice versa. 


Revenue history The tab "Revenue" of the guest profile is opened; revenue and 
occupancy statistics are displayed. 


Invoice history The tab “Invoices” of the guest profile is opened; all past invoices are 
listed for which the profile address was used. 


Future reservations Opens of the tab "Future" in the guest profile; all future guest 
reservations or the already checked in ones are displayed. 


Marketing The tab "Marketing” of the guest profile is opened; assigned marketing 
and VIP codes are shown. 


Correspondence with res. Contact!) Opens the tab “Letters” of the guest profile. New letters can be created 

Correspondence with inv. Contact or existing ones viewed or edited. Due to different contacts for 
reservation and invoicing within the company, TA, source and group 
profiles, two different buttons are proposed. 
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9.3 The Tabs of the Guest Profile 


The guest profiles are set up with a tab structure, in order to include as much information as 
possible in a space economizing and clear manner. 


Click on the title of the tab to bring it to the front and view the contents. 


9.3.1 Address 


Front Office + Profiles + Guest Profile Tab "Address" 


The view of the address tab depends on the fact if the profile is a private or a non-private profile. 


9.3.1.1 Private address 


In this tab all address information for a private guest is entered. 
‘Guest - Edit: Smith Ernest Mr ogg 


Farruly Irveicuc es Piwciboxs Traces histo 
Addes: | Pers. Data | Aequests | Alevenue | Marketng | Ratsa | S/L Master | Fubee | Histo | Letters 


Salutation 
in +) Profile status for: 4433 
Last name: Smith = 0 Addresses 
First mame: E mest + Main address 
| — y Include in Mailings 
Engh o — = E Communicabon methods [ALT-k) 
Salut: hele = Gender | ~] e Phone 
Tite ie Fan 
E Mobile: 
Pers salut: (Dear Mr Smith my EMail 
Hatorality | GE M k- eee 
| Ean 3-2 Funchons 
Address ; a = Create new protile 
Aers: Mam address | EQ Cal extemal application 
l dp Prnt profile 
= 4 Microsolt MapPoint Route planne 
Acdress 2 Abernethy Show address in route planner 
Addes 2 ® Calculate route from guet to hotel address 
® Calculate roube from hotel to quest address 
=| Ca bicrosokt Outlook. Interlace 


Address 1: Provost Mains 


Country Great Britai vi 
ZIP-City PH2 NJ ae) Show profile in Outlook 
Ragion: ] Sg synchronise wih Outlook 
sil — - ao Synchronization vath Outlook iè disabled 
O On Screen Keyboard 


[| Delete protiie as soon as possible 


Abbrechen 
Salutation 
Last name The guest’s last name. 
First name The first name of the guest. 
Language Guest language. Important for example for the correct salutation for wake up call etc. 


Note: The reservation confirmation is not automatically printed in his language. If 
needed a specific form should be created in System Data. At new letter creation for 
this guest, only the forms that were added for the selected language, are offered for 
selection. 


Salut. Clicking on the button ... opens a window that lets you select the corresponding 
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Gender 


Title 


Pers. salut. 


Nat. 


Address 


Address 


Address 1 


Address2/3 


Country 


ZIP 


City 


Region/State 


Profiles 


salutations that were created in System Data. Depending on the “Country” entry the 
salutation is shown accordingly. 


The guest gender. 


The academic title. This can be printed in the address (alternatively one is able to set 
the titles in System Data). 


The personal salutation is filled automatically, if the field salutation is selected. It is 
used for printing of correspondence and can be overwritten if needed. Depending on 
the “Country” entry the personal salutation is set per language. 


Nationality, to be selected of the created abbreviations in System Data. Used for 
monthly nationality statistics needed by certain governments. The nationality does not 
have to be identical with the country of residence. 


Choice of address type. 


For general correspondence the main address is used. All other addresses are saved 
for information purposes only. The main address of a company could be the postal 
address and the second one the private address. The different address types are 
created in System Data. 


Street of guest address. 
Often a second or third field is needed for the street address (building name etc.) 


Select a country from the pick up list. The countries were created in System Data. Ifa 
country is not in the list, you may enter it in the following field. 


The Zip code only, without mention of country code. protel ‘learns’ all entered zip 
codes and enters the zip code automatically for repeated entry of a ‘learned’ city. 


The city of the guest address. 


The region of the guest. 


The button Save address lets you save the entered address, if you wish to enter a second address. The 
button Delete removes the address entries. 


Foreign addresses are often printed in a different format than in Europe. The protel HMS recognizes 
it automatically, thanks to the entry in the field “Country” and the assignment in System Data under 
"Nationality codes". There are more fields as usually needed in this form, due to the need of different 
format per country. Just leave the non needed fields blank. 


Tree View 


On the right side of the window you can view or enter further in formation on the guest. Plus and 
minus symbols let you open and close the tree branches. 


Profile status for 


XXXX 


Addresses 


Communication 


methods 
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xxxx replaces the running guest number, assigned by protel. Below you can see, 
when and which user has created the profile. Modified shows the day and user of 
the last changes. Assigned: shows for which hotel this profile was created (MPE 


only) 


The different address types of this profile can once again be viewed here. 


This section shows the telecommunication methods. Opening the screen for entry 
purposes can be done through a left mouse click. If for example only one phone 
number is to be called you may enter it by left clicking on ‘Phone’. Proceed the 
same way for a fax number or an email address. 
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Hotel Member ID. A left mouse click on "Hotel Member ID" gives you the possibility to enter a 
membership number and a password. For example if the WBE is used. 


Functions 


Create new profile Saves the entries of the opened profile and opens an empty profile. 


Call external Special interface for external applications that can be opened through the profile. 
application 
Print profile This prints the address, communication methods and remarks of this profile. 


Microsoft MapPoint Opens an external program that automates a routing planner. Please note that 
Route panner solely Microsoft MapPoint 2004 can be managed through this. For more 
information please contact our sales department. 


Microsoft Outlook This interface lets you synchronize addresses and appointments between protel 
Interface and Outlook. For more information please contact our sales department. 


On screen keyboard A Screen keyboard is opened. This way you may enter all entries by mouse. 


Tagging of the checkbox |! Delete profile as soon as possible, has as consequence that a profile is only 
saved in the system as long as a reservation or debtor reference exists. Latest at month closure (for 
SQL with day closure) the profile is definitely deleted. 


At creation of a group master for example this checkbox should always be tagged, as the profile is no 
longer needed after the departure of the group. 


9.3.1.2 Address Company/Travel Agent/Source/Group 


In this tab all address information of the other profiles than private ones are entered. 
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‘Company - Edit: Gallaher Ltd ; eg 


Histo | Letters{iry,) | Letbersires.J |  Famib | voices | Photos Traces histo | 
Address Pes. Data | Alequests Revenue Marketing Rates S/L basher Commisssans Future 


Salut alice 
i = + @& Profile Aaus fen: 3068 a 
eet Gallaher Ltd = Contact perons "| 
Name: © Reservations (al 
A irevoicfels: 
©) Addresses 
Language/Mat. |English ei | C 4 Main address 
Sone — a Include in Mailings 
iiku 18 Communication methods (AL Tk) 
Contact irv.: ai Mi Phone 
ia Far: 

Adresses FA tH obibe 
Audnesss: Main address | np EMak 
3 ee Ts Hotel Member ID: 

eS Funchions 
Address2: Weston Acad =" Create new profile 
Addiess3: FQ Cal extemal application 

—— -MlM Se Fini profile 
ane | Giaa Britai [v - ò hlicrosol MapPoint Route planner 
2IP-Cibr Dwd GGH | CREWE # Show address m rowte planner 
- Y Calculate roube trom guest bo hotel address 

FUESE ! — Y Cakulae route hom hotel to guest address 
Ragin/State: | ~| - Oa Microsol Outlook, Interface 


i l 1 Show profie in Uublook 
5 l ; ! J 
ave addess Delete > Synchonae wih Outlook, 


w Synchorealon vath Outlook is disabled 


Department: 


Address: wrona Hose 


[| Delete protio as soon as possible 


| Abbrechen | 


Salutation 

Name1 Namel of the company 

Name2 Name2 of the company, mainly company addition 
Department Department name 


Language/Nationality Guest language. Important for example for the correct salutation for wake up 
call etc. 


Note: The reservation confirmation is not automatically printed in his language. 
If needed a specific form should be created in System Data. At new letter 
creation for this guest, only the forms that were added for the selected 
language, are offered for selection. 


Nationality, to be selected of the created abbreviations in System Data. Used 
for monthly nationality statistics needed by certain governments. The nationality 
does not have to be identical with the country of residence. 


Contact res/ Contact For company, TA, source and group profiles you may add in here the contact 

i for reservations and invoicing. The corresponding contact will be inserted for 
example in the invoice of a confirmation letter or invoice. Clicking on .. opens 
the following window: 
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Contact persons ax 
Type Contact person fot reser ations s | 
Mame: Calan 
First name: Bran 
Saiubshor: | 
Peas. satutahon: | 
Into 


[| Čontact pewsons for invoices: and reservations are identical 
| ox J| Care | 


This way one is able to amend immediately the details of a contact. For 
additional information on the contact an info field was added. If the phone 
number differs it can be entered here. If the contact for reservation is the same 
as the one for invoicing, the data is automatically copied if the checkbox 

Contact persons for invoices and reservations are identical. 


Addresses 

Address For general correspondence the main address is used. All other addresses are 
saved for information purposes only. The main address of a company could be 
the postal address and the second one the private address. The different 
address types are created in System Data. 

Address 1 The street of the company address. 

Address 2/3 Often a second or third field is needed (e.g. building name, floor etc.) 

Country Select a country from the pick up list. The countries were created in System 
Data. If a country is not in the list, you may enter it in the following field. 

Zip The Zip code only, without mention of country code. protel ‘learns’ all entered 
zip codes and enters the zip code automatically for repeated entry of a ‘learned’ 
city. 

City City of company address. 

PO box/Zip PO box and Zip code of company address 

Region/State The region/state of company address. 


The button Save address lets you save the entered address, if you wish to enter a second address. The 
button Delete removes the address entries. 


Foreign addresses are often printed in a different format than in Europe. The protel HMS recognizes 
it automatically, thanks to the entry in the field “Country” and the assignment in System Data under 
“Nationality Codes". There are more fields as usually needed in this form, due to the need of 
different format per country. Just leave the non needed fields blank. 


Tree View 


On the right side you may view or enter further information on the company: 


Profile status xxxx xxxx replaces the running guest number, assigned by protel. Below you can see, 
when and which user has created the profile. Modified shows the day and user 


of the last changes. Assigned: shows for which hotel this profile was created 
(MPE only) 


Contact person The contact person entry can be done through a left mouse click on 
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Addresses 


Communication 
methods 


Hotel Member ID. 


Functions 


Create new profile 


Call external 
application 


Print profile 


Microsoft MapPoint 
Route planner 


Microsoft Outlook 
Interface 


On screen keyboard 


Profiles 


“Reservations” and “Invoices”. 
The different address types of this profile can once again be viewed here. 


This section shows the telecommunication methods. Opening the screen for 
entry purposes can be done through a left mouse click. If for example only one 
phone number is to be called you may enter it by left clicking on ‘Phone’. 
Proceed the same way for a fax number or an email address. 


A left mouse click on "Hotel Member ID" gives you the possibility to enter a 
membership number and a password. For example if the WBE is used. 


Saves the entries of the opened profile and opens an empty profile. 


Special interface for external applications that can be opened through the 
profile. 


This prints the address, communication methods and remarks of this profile. 


Opens an external program that automates a routing planner. Please note that 
solely Microsoft MapPoint 2004 can be managed through this. For more 
information please contact our sales department. 


This interface lets you synchronize addresses and appointments between 
protel and Outlook. For more information please contact our sales 
department. 


A Screen keyboard is opened. This way you may enter all entries by mouse. 


Tagging of the checkbox l4 Delete profile as soon as possible, has as consequence that a profile is only 
saved in the system as long as a reservation or debtor reference exists. Latest at month closure (for 
SQL with day closure) the profile is definitely deleted. 


At creation of a group master for example this checkbox should always be tagged, as the profile is no 
longer needed after the departure of the group. 


9.3.2 Personal Data 


Front Office + Profiles + Guest Profile Tab "Pers. Data" 


In here further personal information on the guest are added. 


Identification 


If needed enter birth date and family status of the guest. According to these entries you may create 
birth day lists and mailings. The entry of the car registration number is purely informational. 


Travel document 


Inhere enter ID information of the guest pertaining to passport or identity card. 


Employer 


The entry of the company name is purely informative and has nothing to do with the company 


reservation. 
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This gives you the possibility to enter tax numbers e.g. income tax number of the company or the 
selection of a tax exemption code. 


Tree View 


On the right side enter of view further information on the company. 


Credit cards 


Member 
Cards 


Contract 


number 


Homepage 


Page |72 


In here add the credit card details of the guest. A mouse click on the entry opens the 
dialogue for new credit card entry. 


Card information ax 
Card information 
Card reader 
Type: Diren | 
Mumber: Pisa 625397699 vaid MMY 1208 
Check code: BIAB 
Card holdes: Bran Callar 
Avuthor nation 
Schema 
Amour 


thurstoni code 


Comment 


[os] cees] [C Readcad | 


Existing cards can be edited or deleted in the context menu that appears with a right 
click on the entry. 

If an interface exists with a credit card machine, the button Read card lets you enter all cc 
information automatically into protel. If no interface is installed, the information can be 
added manually to the concerned fields. 


A mouse click on the entry let you save information on member cards data of clients 
(e.g. for certain discount promotions). Select the card type of the pick up list and 
enter the number. 


As per mouse click on the entry you may enter the number of the contract with the 
company. 


A mouse click offers you the possibility to enter the URL of the company/the guest. If 
an internet connection exists, clicking on the link would open the website of the guest. 
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9.3.3 Requests 


Front Office + Profiles + Guest Profile Tab "Requests" 


‘Guest - Edit: Smith Ernest Mr HF 


Fandy alhan lE | Photos Traces history 
_Addess | Pers, Data Requests  Alevenue Marketing || Rates | S/L bastes | Fuse | Histo | Letters 


Notes to restaurant N oon E EEEE 
Table wih sea view w” Guest epeciic requests 
[x] Pretemed moms 
@) Prefered laundiy pattem days]: 0 


POS Retecode 


Hotes 


Enter information on the restaurant or make general remarks pertaining to the guest. 


These restaurant notes can be viewed on restaurant lists; the general comments are also displayed 
on the Navigator menu and the Invoice screen. 


The pick up list POS "Rate code" can be assigned a rate class in the POS if the necessary cash 
register interface exists. 


Tree View 
On the right side you may enter further information on the guest requests: 


Room specific requests Should the guest always request rooms with particular features, you can add 
those in here. The following dialogue box displays a number of room features that 
you can assign by drag and drop to the guest. This way it is possible to assign an 
optimal room to the guest at room allocation. 


‘Assignment of room features | ? E3 
Asagned heahunes évälable features 
zut, | Freabure SCut. Feature ii 
AIR År Conditioning BAI Bright Room 
KING King size bed CONN = Connecting Aom 


DARK, Dark Room 

DISAB Disabled Access 
FRO... Front Facing 

IRON Iront Board in roge 
LARGE Large Room 


LAST Lact Let | 
MFD Meru Ronm 22 
la| w 
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Guest specific If the guest has specific requests that could reappear at each reservation e.g. a 
requests second pillow, you can enter those in here. The assignment is done in the same 
way as described above. 


Preferred rooms Different "dream rooms" can be added for each guest; Within an MPE it is also 
possible to assign a hotel. One may for example add room 103 at hotel A for 
the guest, but also room 205 at hotel B. At room allocation this room is shown 
first, if available. 


Preferred laundry If the guest has particular demands pertaining to the laundry change pattern, this 
pattern can be entered here. 


9.3.4 Revenue 


Front Office + Profiles + Guest Profile Tab “Revenue” 


Company - Edit: Siemens Micdorf Information Systems Ltd Zawadzka Michelle fel] x) 
Histon Lethers|inry, | Lethers(res.) || Family Invoices Fhoto Traces history 
Address Peas. Data Requests Reverie Marketing Rates S/L hlaste Commissions Future 

Display E vahuabon pead 

‘Revenue total | (Print) mnn | - (3112/2008 | Hotet | RICH - Rich! 
Mit Total to today Jam Feb Mar Apr Play Jur Jul Aug 
2m 4551 4145 455] 


Display 


The analysis in the pick up menu can be differentiated by arrivals, arrivals adults, Rev. Extras, Rev. 
F&B, Revenue accommodation, Revenue total, Room nights adults and Room nights. The individual 
analysis can be printed by clicking on the button Print 


Period 
Determine in here for which period you wish to analyze the data; then click the button Compute. 


The calculated dates are sorted by years. The individual columns show: the Total, to today, month 
per month, as well as the different quarters. 
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9.3.5 Marketing 


Front Office + Profiles + Guest Profile Tab “Marketing" 


Company - Edit: Siemens Mixdort Information Systems Ltd Zawadzka Michelle ues 
Higi Lethersirny, | Lethers| res. | Farvuily Invoices Fhobag Traces history 
Address Peas. Data Requests Revenue Marketing Rates S/L hlaste Commissions Future 


Text T) Sales department: 0 
Send information conceming [Prot = ¥ ae 


10/11... 04/03/06 Call Me, Fitzgerald (Protel id tpi Si 
= SUD Gages 


Y 12/03/03 Amas DE Haling 
Y 11A Noel 
Y 16/04/05 Eastern package 
¢ | > = YF 
a gear m ee ee Y Man code LB Member 
| Mew | | Celie | Faint | Y Sub codes 
Create of modh motes 
Daie: 10/171 406 
| ext 


[| Or resubmission at 04/09/06 


Create or modify notes 


In this section you can create a profile contact for the corresponding guest. In the date entry field 
determine the contact date of the guest and enter the corresponding description in the field “Text”. 
Now click the button New and the entries are added to the above listing. Tagging the checkbox L¥J On 
resubmission at and entering the corresponding date, those identified guests can be seen on the report 
“Guest profile Contacts/Resubmission” (see chapter “File export/Mail merge”). 


Tree View 


The tree view on the right side of the window lets you add marketing specific remarks. 


Sales Sales users are automatically entered in here if the module Sales und Marketing of protel 
department HMS is activated (only SQL Version). Otherwise this entry is without functionality. 


Marketing 


Main code You may select a Marketing Code of the listing (as long as it was created in System 
Data). The marketing code can be entered for example to understand the origin of the 
guest address (e.g. advertising, brochure request). On top of it this field can be used as 
filter for the functionality “File export/Mail merge” (e.g. export all guests with the 
marketing code x). 


Sub codes Thanks to this function the individual profile can be assigned with unlimited marketing 
codes. The codes are highlighted per mouse click and obtain the protel system date as 
you leave the dialogue. 


VIP 


Main code VIP Code; you may select of a listing created in System Data. It makes sense to assign 
those codes to the guest profile, as they help the process of targeted marketing 
actions. 


Sub codes This function lets you assign an unlimited number of VIP codes to the profile. The codes 
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are highlighted per mouse click and obtain the protel system date as you leave the 
dialogue. 


9.3.6 Rates 


Front Office Profiles + Guest Profile Tab “Rates” 


Different rate codes can be added in a guest profile. E.g. a company obtains a negotiated rate for 
Room with ABF, a seminary room and a rate for exhibition periods; those can be created accordingly 
in System Data and be assigned to the profile. You can also attribute seasonal rates in here. 


Which of the rates is to be proposed as standard rate as of reservation, can be determined inhere 
through a priority assignment. This means room with ABF would be the standard rate for each 
reservation. 


f reservation is now made for a day seminar, you can select the rate code that is valid for the 
company, from the reservation screen. These rate codes are available in a pick up list on the 
reservation screen and are marked with the symbol "*". You may edit the rate codes via the "Rate by 
day grid". 


teat - Edit: Smith Ernest Mr DE 


Fairey Ineca Photos Traces history 
_Addiese | Pers, Data Hequess Revenue bakeng | Rates SL Waster | Fubae | Hitoy | Lettars 


Special rates by amours 


icak Restaurant 20% we] 
The ype of special rates overnide the rate amounts defined by the sic ea TES xi 


vald rate code m a smoltied procedure. Cancelation fee code 


[ |) Special rates by amount are walid Empiy bed fee: 


Fior To 1 psom 2 Repost code 


if 0.00 Commission codes 
id 0.00 l eee Cada 
a o LOU) 0.00 RICH VIPBAR 
EF | oo 
0.00 


Rate negotiation by rate code 
Valid rate codes are shown Gunng reservation 


Hotel From To Rate code Remarks 
All 0101 #98 31/12/50 Corp | 


Special rates by amount 


It is possible to enter several special rates for one to four persons. Four special rates can be entered 
as per period; the fifth one is always valid when the reservation does not fall into one of the defined 
periods. To activate a special rate, the checkbox |“! special rates by amount are valid needs to be tagged. 
See details: 


In the fields “From - To”, enter the period for which the following rates are supposed to be valid and 
determine the rates per reservation of | to 4 adults in the following fields. 


In the end, determine in the field “else” the rate for reservations not included in the above periods. 


Page 176 © 2006 protel hotelsoftware GmbH 


protel Front Office User Manual Profiles 


Rate negotiation by rate code 


If you right click on the lower part, the following context menu lets you assign the rate codes 
previously defined in System Data: 


Assign new rate code 
Delete rate code assignment 


If one chooses the option "Assign new rate code“, the following dialogue box for assignment opens 
up: 


Hew special rate code A pi 
Hotel: Vaid in al hotels a 
vaid iom | 00/0171998 - 

; — From seasons: | 
ahd to 31/12/2050 — 
Rate code: | COMP + | 
Rema 

OK} | Cancel. 


Enter the period for which the rate code is to be valid or select a season period from the pick up 
menu (previously created in System Data). Then select an available rate code from the pick up list. U 
may enter a remark. The button OK adds the rate code to the listing. 


In which way the rate code suggestion is to be done, can be determined at the bottom of the 
selection box. 


Valid rate codes are assigned to reservation automatically 
Valid rate codes are shown during reservation 


"Valid rate codes are assigned to reservation automatically” 


If this item is selected, all valid rate codes appear in the list of the reservation — the first valid rate 
code is displayed in the reservation right after selection of the guest profile. 


Ghats Arnel Aigk Dpit Ot FAT ype Room Ad Rate code Rate Cn Det Sp 
1 (GTDC m 1200/06) 6/18/0946 1 |PRDB  sejz20 Dita] 1)“COMP i.) 9.00 .GBP OS [oy 


The first available rate is marked by ***. This identifies the actual valid and suggested rate. The pick 
up list of the rate codes lets you select further rate codes. If in the guest profile, there are further 
rate codes assigned, they are marked within the listing with a *. 


This rate code overwrites all rates within the reservation. If a rate change happens during the 
reservation period, which is determined by the period within an assigned rated time or via a season 
period, a rate switch is automatically processed. 


Im, 


"Valid rate codes are shown during reservation”: 


For this option, the first valid rate code is also suggested as standard. 


Ghats Arnel Mig Dpit Qt  AType Room Ad Aiate code Aale Cn Det Sp 
1) GTO CC sa 12/03/06) 616/0306. 11 [PROB  sej220 Dita] = 1)/"COMP vl 00 cer OO DH 


eet ma mmm o e li da i m e M a a a EF 


mmmn mm a rm aE = a m 
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Inhere the rate code is displayed with a *. The pick up list shows all other valid rate codes within the 
profile. The sort order depends on the assignment within the profile. This way the first rate code, is 
shown in the first place. 


The selected rate code remains for reservation. 


Edit the assigned rate codes 


If one right clicks on a rate code within the list, several options are proposed via the context menu. 
Besides you also have the possibility to assign, modify and delete within the guest profile from here. 


You can determine the sort order of the listing. The sort order of the assigned rate codes decides 
the display and the suggested standard rate codes. 


One level higher If a rate code is at the 34 place within the assigned rate code, you may move it 
here to the 2"9 place. 


One level lower Inhere the rate code is decreased by one level 
Set to first level If a rate code is to be used as standard, it is set to the first place with this 
option. 


Set within all accounts |f a special rate is added to the master profile, this option allows copying the 
anccontaels assignment of this rate code to all affiliated sub profiles. In the same way protel 
Sales & Marketing handles the assignment of all contacts. 


Discount codes 


Discount code This pick up list lets you select the Discount Codes that were created in System 
Data. 


There is no automatic posting of the discount. At check out the question is asked if 
the discount is to be posted. If the answer is Yes, calculation and posting of the 
discount is processed according to the criteria that were added for the assigned 
guest profile discount code in System Data. 


Please note that for the discount calculation not only room night postings, but all 
invoice charges are considered. 


If for example a discount code of 10% of all extras (statistic group) was created, all 
other charges such as phone and other extras are discounted by 10%. 


Cancellation fee The functionality of Cancellation and empty bed fees allows their calculation and 
Sone eevee display on the end of day report. This way the client can decide for himself if he 


fee . ; : 
wishes to charge the cancellation/empty bed fees. To enable this function, please 
contact protel hotelsoftware GmbH Dortmund. 

Deposit Code Inhere a pre-defined deposit code of System Data can be added. If this guest 
reserved, this deposit is automatically created for this reservation thanks to this 
code. 


Commission codes 


A right mouse click on the listing opens the context menu that lets you create, edit or delete a 
commission code. Select “Create new code” or “Edit code” to obtain the following entry fields: 
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‘Commission code eg 
Hotel RICH - Richard's Hotel, ASPO |» 
Commission code: VIPBAR | 
Tax 1: ——— Tie 

fe 


Inhere assign a previously created System Data commission code as per pick up list. Commission 
Codes can only be assigned for the profile types, company, travel agent, source or group. 


If a net commissioning shall be processed for a foreign country, you may select different Tax Key in 
field "Tax |" and "Tax 2". Those must as well be previously created in System Data. 


The button OK adds the commission code to the listing. 


9.3.7 Accounts Receivable 


Front Office + Profiles + Guest Profile Tab “A/R” 


Company - Edit: Siemens Business Services og 


Addiess | Pers. Dala | Requests | Sales Date Sales Contacts Sales Aclivily sales Revenue Rates 
Banquet Histo Banquet Future Photos Traces Histor 

A'R Master Commissions || Future History | Letters (Inv) | Letters (Res) | Family | invoices 

Slatements and reminders Account data 


D Do not send statements Ext A/R 


DD Send statements if balance 


(O Send statements even if zero balance 
[¥) This profile it AAA account for the following profiles 


Remind. code — cat tz == 
SS Mame Ciy Balance 


Siemenc Neado Inf... BRACKNELL 1275,00 
Siemens Aoma Mic.. 3622 Roma 


Credit brit 
Cl Inhouse Cred im- GBP 


[C] Credit irit 


Group ink 


Group balance: 


Available 


Statements and reminders 


If in the accounts receivable, account statements are supposed to be sent instead of reminders to 
certain companies, you can make a note for account statements here in the profile. In the accounts 
receivable those profiles are automatically highlighted as the functionality tagging of the checkboxes 
when the statements are to be sent. 


From the pick up list “Remind. Code” you can select a reminder code as a default code. 
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Credit limit 


If the checkbox LI Inhouse Creditlim. is tagged and a credit limit is entered, the guest appears on the list 
“TA exceeds credit limit” in case this appears at end of day closure and the balance of the guest 
exceeds the entered credit limit. 


Tagging the checkbox |“ Credit limit lets you add a credit limit for debtors. If a guest, with the payment 
method ‘Debtor’, exceeds at checkout the added credit limit, he can not be checked out. 


For hotel chains a total limit (“Group limit”) and a total balance (“Group Balance”) can be 
determined. The amount in the field “Available” is calculated from the difference between Group 
limit and Group Balance. 


Account data 


A A/R account number can be entered here as well as a definition of a debtor master affiliation, 
under which a central credit limit control is done. To do this, tag the checkbox |¥J Debts are maintained 
under the following S/L and select a debtor master via the button .... The button View lets you view the 
debtor master profile. If the debtor master profile is for different profiles, the checkbox L4 This profile 
is S/L account for the following profiles is automatically tagged and in the listing below all affiliated profiles are 
displayed. 


A right click in the listing opens the context menu, via which you can also assign a new profile. Select 
the option “New” and search for the corresponding profile. 


9.3.8 Master 

Front Office + Profiles # Guest Profile Tab "Master" 

This functionality allows the assignment of revenues for guests, companies etc. to so called master 
profiles. The assigned profiles become sub profiles. 


Example: The company Siemens has different departments and branch offices. If a guest gets assigned 
to this company, his revenues are copied to the company profile. If for rate discussions the total 
revenue of the whole company is to be shown, one would need to add the individual company 
profiles. 


The master profile takes over this function. The revenues as well as occupancies of all sub profiles 
are copied to the master and can be analyzed from there. 
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| Company - Edit: Siemens Mixdort Information Systems Ltd Zawadzka Michelle leg 


History Letherslirry, | Lethers| nec. | Faih Invoices | Piobors: Traces history 
„Address Fess. Data Requests Revenue Marketing  Aates SL fel aster Commissions Future 


The follovang accounts are assigned: 


Mane cry Depart... Contact Predation Remarks 
ua °° »+x-tt«\.. |. ESSATEN 
Siemens Roma So22 Homa DOC 456 Michou OL.. 

Asagi sub pohle: Acar maste profile 

Helabon Aelaig 


If a profile gets assigned with a sub profile, it is automatically made to a master. The checkbox EŻ] This 
profile is a master account is tagged and the assigned sub profiles are listed in the listing below. It is not 
possible to assign a master profile to another master profile. In the same way a sub profile can not be 
assigned to another sub profile. 


The column “Remarks” all copied revenues are displayed. It is also possible to do the assignment in a 
way that only the occupancy is copied over and the revenue is not kept by the master profile. 


Assign sub profiles 


The button New lets you open the guest search, with which you can search for the profile to be 
assigned. 


If the relation changes or if revenues are no longer to be copied, a change can be made in the field 
below and through the button Change to add the entry to the listing. Be advised that changes with 
regards to revenues are valid as of this moment. If revenues have already been copied they remain in 
the master profile. If none were copied so far, it will be done as of now. 


If the assignment is to be removed, highlight the corresponding profile and click on the button Delete. 
Already copied data remains in the master profile. 


The field “Relation” can contain the kind of relationship between companies (Branch office, partner 
company etc.) 
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9.3.9 The Sub profile 


“Guest - Edit: Lumsden Mr & Mrs leg 


F arily Inwouces Fhatas Traces histon 
„Addes: | Fes. Daa | Requests Revenue | Marketng | Rates | S/L Waster = Fubwe | Histo | Letters 


The followang accounts ae assigned: 


Name | ky | Depart... | Remarks 
‘Siemens Nzoto Information Sy.. BRACKNELL | 


Àtagn sub profiles Acagn master profile 


Rielahore 


In the sub profile the assignment of the profile is shown in the tab “Master”. Each profile can only be 
assigned to one master profile; it is shown in the listing. 


Assign of master profiles 
The button New opens the guest search with which you can search for the profile to be assigned. 


If the relation changes or if the revenues are no longer to be copied, the change can be entered in 
the filed below and be saved to the listing by clicking on the button Change. Be advised that changes 
with regards to revenues are valid as of this moment. If revenues have already been copied they 
remain in the master profile. If none were copied so far, it will be done as of now. 


If the assignment is to be removed, highlight the corresponding profile and click on the button Delete. 
Already copied data remains in the master profile. 


The field “Relation” can contain the kind of relationship between companies (Branch office, partner 
company etc.) 


9.3.10 Commissions for company, travel agent, source or group profile 


Front Office Profiles + Guest Profile Tab “Commissions” 


This window shows reservations for which commissions were calculated. 
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‘Travel Agency - Edit: Tui Nederland Fleskens Marieke Mrs z akg 


Histo | Lethers{irr, L Letlersies | i Famiy | Invoices | Pits Traces histo 
Address | _ Pen. Data Requests | Ravenue Marketing Rates | S/L „Master Commissionig Future 


Evatuaton penad [Departure] 
mma |- 317122200 | Calculate | 


Arrival Depar... Name of quest Currency 
120405 «(12/04/05 Falconbndge M Mis GBF 
20/03/05 16/04/05 Gale Lany Mi GEF 
O65 16/04/05 Fadden Edel tir GBF 
TiAM0S 16/04/05 Fæ & Wide 180603 i GBF 
1D 16/04/05 Jack Colin bir GEF 
13005 16/0405 Vyver Markus Mr Z GBF 


<| 


Commissar 
Pait 


The date filter lets you define the analysis period, for which the reservations are to be displayed. The 
button Calculate refreshes the listing. 


Arrival, Data of reservation for which the commission was calculated. 
departure, name 

of guest, room 

AmountLCO Amount of the commission to be paid in local currency. 
Currency Display of currency, if payment is not done in local currency. 


C-Amount Amount of commission in the currency of payment. The conversion is done as of day 
of calculation and sets the exchange rate of the valid day. 


Com.Code Display of the Commission Code that represents the calculation base of the 
commission. (created in System Data) 


In the lower part paid, due and total commission sums are displayed. 


The button Print lets you print a corresponding report of the shown commission reservations with 
name, room number, arrival and departure dates. 


© 2006 protel hotelsoftware GmbH Page 183 


Profiles protel Front Office User Manual 


9.3.11 Future 


Front Office + Profiles + Guest Profile Tab “Future” 


‘Travel Agency - Edit: TUI Business Travel 


Lattin E Lettersites.] Fami | Invoices Photos A Traces histo 


eA | FAE: 


Arriva 
21704.. 
19/03... 


Price Status 
100,00 GTO CC 
100.00 GTD CC 


Manne | H. š 
Galaga P Mi PROB 
Malek Roger Mr FRATE 


Hotel 
RICH 
RICH 


Depar.. Adit. 
26/04/06 170.. 
210306 1/0.. 


Flight paiic 
Fight pic 


IA 


[eee le 


[| Extended tooltip 


The list shows all future reservations. Cancellations are displayed in red and are recognizable through 
the status “Cancellation”. 


A right mouse click on a reservation opens the Navigator menu for further editing. Further a new 
reservation can be created for a guest (Button New), existing reservations cancelled (Button Cancel 
res.) or already cancelled reservations may be reinstated (Button Reactivated). 


Via the button Print the displayed reservations can be printed. 


Tagging the checkbox | Extended tooltip shows additional information such as reservation number or 
cancellation date by pointing the cursor on a reservation. 


9.3.12 History 


Front Office + Profiles + Guest Profile Tab “History” 


“Travel Agency - Edit: Tui Nederland Fleskens Marieke Mrs 


Histo 


Hotel: | "Al hotels 


Hotel 
RICH 
RICH 
RICH 
RICH 
RICH 
RICH 
RICH 
RICH 
RICH 
RICH 
PET 


| Pees. Data L 
__Letteralinv.] 


west 


Jack. Colkn... 
D'Heralie ... 
Wywer blar.. 


For & werd... 
Fat ġid., 
Fadden E.. 
Fiaflerty ... 
Halek Rio.. 


Gale Larp Mr 


Fadden E 


Requests i 
= 


“Tell ‘Reservations | Period 


fies: 7 
15/04705 
13/04705 
13/0405 
13/04/05 
11/04/05 
08/04/05 
01/04/05 
22/03/05 
200305 
20/0305 


Revenue _ 


Lettersires.) ll. 


Depart... 

16/04/05 
16/04/05 
16/04/05 
1404/05 
16/04/05 
16/04/05 
06/04/05 
2a/03/05 
16/04/05 
06/04/05 


Room 
202 
353 
404 
S008 
9000 
218 
207 
207 
217 
205 


 Maikeling Í 
-L 


Ratetlocs 
Right prec: 
Fight prc 
érkendata 
ZERO 
ZEAQ 
Fight prac 
Ewetnal l 
NEG BB 
NEG2 AO 
YANG 


All past reservations of the guest are listed here. 
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Rates 


EET 


l -Invoices 


‘Price 
100,00 
100.00 
120,00 
120,00 

0.00 
T0000 

99.00 
212,00 

7500 

75.00 


TEN MERTEN K 
__ Photos 


0101/1980 -31/12/2079 n| r Ce) 


Adk, 
10/0/00 
1/00/00 
10/0/00 
M000 
Twana 
10/0/00 
170/000 
10/0/00 
100/040 
1/00/00 


Accom, 
100.00) 
0.00 
2B 2s 
6.00 
300,00 
BOD.00 
336.00 
204,75 
2025/00 
124.4 


Future. | 
Traces hitoy 


0.00 | 
0.00 
2.75 || =| 
000 | | 
0.00 | 
0,00 
0.00 
75 
0.00 
735 =] 
> j 


F4 A 
~ 
| 
| 
| 


Abbrechen | |__ Hite} 
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Filter the display according to reservations, no shows or cancellations via the pick up list “Display” 
and/or enter a period. Clicking on the button View refreshes the list. 


To print all data, the button Print can create a report. Highlighting the individual reservations can 
reduce the print out on those highlighted ones. 


If the history of a company, travel agent, source or group profile is opened, the reservations of the 
individual guests that were reserved via this profile are also displayed. 


9.3.13 Letters 


Front Office + Profiles + Guest Profile Tab "Letters" 


Guest - Edit: THT [leg 


Family Invoices Phobos Traces history 
Addess | Pers. Data Requests | Hevenue bakeng Hates L Master Fufua History Letters 


Hotel Created | From = Text Form Modified From Shor age loc 


All TiTa Con... Statement CAR Statement of account WAZ Conway Lea VIS 84.0: 
All 10/12702 Con Stateneril CAR Statement of scoourll 10712702 Corws Lica 4103.84.00: 


< 


Hare 


Password [_ [Viable i this hotel only 


| Abbrechen | | Hike | 


The letters help the management of correspondence that was handled via this guest profile. The 
profile types “Company”, “Travel agency”, “Source” and “Group” are displayed in two different tabs: 
the first one serves the contact persons for reservations that is added to the profile (Letters(res.). 


The second one for the contact person that was added as invoice recipient (Letters(inv.). 


All reservation, guest, serial letters, reminders are listed in here with their creation and modification 
date, creator’s name, form name and path way. 


Further the text can be reedited and further guest letters can be created. If one right clicks on the 
listing, the context menu opens. With “new” another letter can be created, with “add file” a letter 
that was for example written in Word, can be added to the guest history (see “Add external 
letters”) 


New letter If the guest profile was opened from the navigator menu, clicking on this button 
displays all forms that were created in System Data as character “guest letters”. The 
form is selected with a double click or through highlighting on the needed form and 
confirmation with OK. 


If the button “Letters" was opened in the navigator menu, clicking on this button 
opens a list of all forms with the character “Reservation letters”. The dialogue box is 
at this point the same. 


Open letter To review an already created letter, clicking on this button will reopen the letter 
and you can reedit it. 


Delete letter If a letter is to be removed off the history, it is deleted by highlighting and clicking 
on this button. 
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Chanae This button allows adding internal comments to a letter. Highlight the text and 
elute enter the remark to the field “Text” next the button; then click on it. 

Letterhead The button serves to verify if all data are completed. A window appears that lets you 
eve view the letterhead with the entries of the tab “Address”. 


Add external letters 


You have the possibility to add letters to the history that were not created via the internal word 
processor of protel HMS. If for example a request or an offer is sent by email, this email can be 
added to the guest profile. 


The import of letters can be done via the clip board. If MS Word 2000 is used as external word 
processor, the text can be kept as “Rich text” under Word. If the program is not available on the 
work stations, the possibility exists to use the Windows program “Notepad”. 


For the import of an email to the guest profile, the clipboard can be used. 


2 
3. 
4 


Highlight the texts in the email program (e.g. Outlook) 
Open the letter history of the guest (company, travel agent, source, group) in protel HMS 
Right click in the listing 


a) Insert Rich Text from clipboard: Import of a letter from the clipboard as MS Word 
document (only possible for use of MS Word 2000 or higher) 
b) Insert Text from clipboard: Import of the letter from the clipboard in txt format 


c) Insert HTML-Text from clipboard: If a text was copied out a browser, it can be added in 
HTML format. 


The advantage of an import in txt format versus the MS Word used doc format is the small disk 
space required. 


Inserting a file 


|. 
2. 


Right click in the listing 
Select “Add file” of the opening context menu. 


The dialogue ‘Open file’ appears. In there change directory to the one where the 
document/file is stored 


Highlight and open or simply double click to select the file. 


The appearing message gives the choice of: 
a) for saving of the file in a protel directory (possible access for all work stations) 


b) Should | create a copy of the files in the protel folder? If you select “no” a link is stored to 
the files original location which may not be accessible to every user. 


If the document is opened, the corresponding program is also automatically started. 
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9.3.14 Family 


Front Office + Profiles + Guest Profile Tab “Family” 


Guest - Edit: Taylor Alan eg 
LAddiess | Pets. Data | Requests | Revenue | Marketing | Rates | S/L Master | Futue | Hitoy | Letters 
Family Invoices Phobias: Traces history 
Hare First Hama Type Birthdabe Ae Text Family ref. 
Reardon Holy wike B 
Taos [") Alar Husberwd b 
Type [Wia Tae 
Te ee) aero 


This dialogue box lets you assign family members to a guest by linking his profile to the ones of his 
family members. 


The button New or via the context menu gets you into the profile search through which you can 


either open an existing profile or create a new one. The pick up list “Type” determines the type of 
relationship. The field “Text” lets you enter remarks. 


The button Change one can modify an existing entry and save it; Delete removes the previously 
highlighted entries. 


Right clicking on an existing entry opens the context menu: 


Add Farnily member 
Change Family member 
Release Family member 


View profile 


Break up Family 


Besides the possibilities to create a new entry, edit an existing one or to view the profile of a family 
member, you are able to unlink a highlighted member from the family or to undo all family relations. 
The profiles will still exist but are no longer linked to one another. 
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9.3.15 Invoices 


Front Office + Profiles + Guest Profile Tab “Invoices” 


Company - Edit: Siemens Roma Michou Didier Mr oes 
Address Pets, Dala Requests Revenue Marketing Fates gl | Maste Connmissaons Future 
History Letters|irr.) Lethers|res. | Famy Invoices Phobos Traces history 

Fiter 

From: Ga [a] Te manza [a] Fiscal cd.: "E Refresh | 
Iraca F-Cade Date Hame Pamen Charge comment 

3728 OB-0G/06 Siemens Roma 1247.90 1247.90 


ES —a 


| OK || Abbrechen || Hite | 


All invoices that were created with this guest profile address are displayed in this dialogue. The listing 
corresponds to the display of the invoice history: 


Invoice Invoice number 
F-Code Fiscal code, only used for a tax invoice. 
Date Invoice date 


Name Guest name. If a company invoice was created, the name of the guest for whose 
reservation the invoice was created is shown. 


Payment If a payment was posted, the amount of the payment is shown here. If the amount is 
"0,00" here, a debit invoice was created. 


Charge Display of the amount that was posted as revenue on this invoice. 
Comment Field is currently not in use. 


The filter functions let determine the period for which the invoices are shown or let you search for a 
fiscal code. The button Refresh refreshes the list display after changing the filter options. 


View invoice form VVith this button the form of the highlighted invoice is displayed. 


View invoice Opens a report that shows the detailed postings of the invoice. Packages on the 
posting invoice are displayed in detailed postings. . 

Print report Prints all existing invoices of the guest. 

Void invoice This button lets you process a correction on a selected invoice. (see chapter “Cash 


register, Invoice history”. 
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9.3.16 Photos 


Front Office + Profiles + Guest Profile Tab "Photos" 


You may add photos of any graphic format to a guest profile. 


The graphic files can be added through the pathway entry (right mouse click, insert photo) or 
through copy and paste (right mouse click on the file, select copy and paste to protel via clipboard). 


Gusct: baot Bond lanes . (led 


Address | Pers Dala | Requests | Aevenue | Marketing | Rates | S/L Maner | Future | Histon | 
Invoices | Photos [races histor 


You can store as many photos as you wish in a profile. Via the context menu you can rename or 
delete the entries. 


9.3.17 Traces History 


Front Office + Profiles + Guest Profile Tab "Traces History" 


At creation of a trace via the Navigator menu, button “More...”, the checkbox L¥#! Traces History can be 
tagged. Herewith the trace, saved for this reservation, is saved in the trace history for information 
purposes after check out of the guest. If at creation the checkbox LY! Auto Trace is also tagged, the 
trace is automatically reset for the next reservation of the guest. This is marked with an X in the 
column “Auto trace”. 
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Mehl EB LARA Ea bd 
08/0306 21:00 Beverage 


The context menu lets you delete the traces again. 
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9.4 File Export/Mail Merge 


Front Office + Profiles + File Export/Mail Merge 


With this dialogue you can export profiles to a tax file or create mail merges via the internal protel 
word processor according to the profile criteria. 


9.4.1 The Mailing Wizard 


The Mailing wizard guides you through the sections of the export: 


W Mailing Wizard Amx] 
Protte bape Country and ZIP l 
Private guests County w 
(| Comparies AegonState 
Groups Language: v | 
Agents ZIP Area: 
jw] Source (Seperate ZIP areas with comma] 

Add. filters 
In Perit 13/03/2005 08/03/2006 
[| bali, stays: 0 Min, rightx 0 
[| Min. rev.: ooo 
[| Fikes remarks: 
Last stay 
[C] Fikes 08703/2006 [08/03/2006 fo] 
C] Creation date: i? (i 09/03/2006 fil 


Haling michades guest: wiih 
[_] Postal address being vakd 


[| Fasnumber entered 

| (EMail Address entered 
Profile type Selection of the guest profile types 
Add. Filters See below 


Country and Zip Entry of the country, the region, the language (e.g. all guests that were assigned 
“English” as language) and zip codes. 


Last Stay Tagging the checkbox L4 Filter activates the function. Afterwards you can enter the 
date of the last stay, according to which the selection is to be done. 


Mailing include guest |f a mail merge is to be sent by post, the address should be complete. Tag the 
wain corresponding checkbox. Mail merge for fax or email is done in the same way. 


Additional Filter 


In period Concerns the following choice of stays and revenue. The period is entered here, in 
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which a certain minimum of number of nights or stays or nights have been taken up. 


Min. stays Enter the number of minimum of stays that must have been charged to be 
included in this mailing. 

Min. nights Entry of room night numbers that must have been spent as a minimum. 

Min. rev. Entry of the minimum revenue generated. 


Filter remarks Tagging the checkbox lets you search the guest profile for expression. 


Please note: The more restrictions are done, the less profiles are selected. The selection is to be 
seen as “and” condition (Zip code area 4000 AND minimum revenue 2000 EUR AND min. 3 nights). 


The button Next gets you into the next window. Here you got further selection possibilities. 
V Waiting Wizard J oes 
S.atulator 
[| Append Family! members salutation to polies salutation 
Bathday 
[include guests. who in penod 


behween 0/03/2006 [d] 
and 06/03/2006 [s] 
(2) have bathdey atleast once and become O tx 999 year old 


O) have an age of O (bw 999 | yoa 


[| inciude family members in maling 


merem 
If the salutation of the companion (companion I as spouse) is to be added, this checkbox needs to be 
tagged. 


To select guests for a birthday mailing or to select them according to a certain age, the checkbox 
[include guests, who in period needs to be tagged. 


The next items decide for who the selection is valid. For guests that have their birthday within a 
certain time period or guests that have reached a certain age at the particular period. 


Tagging the checkbox in the lower part lets you decide if family members are to be considered. 


The button Next gets you into the next window. 
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v Mailing Wizard 


with maketing code 


Far Deehoga 
Opening Mailing 
Mailing 2005 

Mog 

Mailing 2006 
Making St Valentin 


Ce) of O and 
with VIP code 


Code | Text 

LB LB blermber 

OG Cort Oigarice! 
BG Bride & Groom 
Br. Black listed 

AG Regula Guest 
fil Mobily Impared 
Al Audo lmparsd 


or O and 


Hotel 


Text 

amas O6 bel ailing 
Far Dehoga 
Opening Mailing 
Mating 2005 
Noel 

Mailing 2006 


Mating St Valenbn 


Text 

LE Membe 
Conf Organise 
Bride & Groom 
Black. bshed 
Regular Guest 
Motley limpaned 
Audio Impaired 


Profiles 


Decide here if guests with a marketing or VIP code are to be included in the mail merge. 


Highlighting the code lets you mark it as selection criteria. Tagging the checkbox one or more 
selections can be made. 


Example: 
All guests with the marketing code “Mailing” and “Tribune” — only guests are selected that have both marketing codes. 
All guests with the marketing code “Mailing” or “Tribune” — guests with one or the other code are selected. 


Additionally in the second window you can exclude the profiles that contain a certain marketing 
code. 


The button Next gets you to another selection. 


© 2006 protel hotelsoftware GmbH Page 193 


Profiles protel Front Office User Manual 


Waiting Wizard Jes 
] With reservation Anival from/to: 0140172005 (a) 0170172200 [a] 
[without reservation Aunvel fombo Mn Ann 2006 7401/2200 pa 
and codes 

Market codes: = 
Sauce codes: = 
Fate codes: = 
Packages: m 
but not the podes 
Maket coder liia 
Sauce codes: mn 
Fale codes: ™ 
Packeges: m 


This dialogue lets you select assigned codes for a defined period. 


E.g. all reservations that were made for a certain period with a particular code can be selected. To 
do so tag the checkbox |“ with reservation and under “and codes” select the codes by clicking on the 
buttons .... 


The button Next gets you to the window in which the selected profiles are listed. 


The profiles that correspond to the entered criteria are shown in the search result window. The 
context menu lets you: 


|. view or edit the profile 


2. remove the profile from the search result, if the displayed data is for example wrong or not 
complete. 


The button Print lets you print all selected addresses in a list. 


The button Next gets you to the window where you can mark the guest profiles. 
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© Mailing Wizard Joe 


Marking profiles with additional marketing code 


_] with Marketing code `~ | Change makeing codes | 


Date: 08703/2006 |] 


baking polies with saler infcemabon 


Te 
Date: 08703/2006 [...] 
[C] Resubmissiore 0770472006 [...] 


The selected profiles can be assigned with marketing codes. If a marketing code is not yet available, a 
new one can be added. The button Change marketing code opens a window, that correspond to the 
marketing codes created in System Data. The new code can be added here and then be selected via 
the pick up menu. If the export for a mailing that is not sent the same day was made, it is possible to 
enter a different date. 


If guests shall not obtain an additional marketing code, but an entry in the tab “marketing” of the 
guest profile, enter the needed text in the text field. If a resubmission is planned the corresponding 
checkbox needs to be tagged and the date for the resubmission entered. 


The button Next gets you to the type selection of the mailing. 
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iv Mailing Wizar d = [x | 


Hailing hype 
(=) Mal merge wih Micrzolt werd using text file 
C) Mail merge with different wordprocessor using best file (MS-D05 file] 


uang hle Veepkuini bd "A 


Subpect: 


Albechen 


C) Print with probe wondpromesnor 


| 4 A UMick, | Fertig stelen | | Abbeechan | 


9.4.2 Mail Merge using Text file 


Mail merge with Microsoft Word using text file 


If the mail merge was done in MS Word and if the text file is to be used there, it is possible to create 
it. Only the relevant information is saved in this file (Address, Salutation etc.), this is why the file 
size remains small even for large mailings. 


Mail merge with different word processor using text file (MS DOS file) 

If a different text treatment program is used (other than MS Word), that may not be able to use the 
data of the above format, it is possible to choose an MS DOS format via this functionality. 

Mail merge with Microsoft Word using dbase file (MS-DOS file) 

If, instead of a text file another file shall be created in a different format, the possibility exists to 
create a file in dBase format. If this format is used, the selected file will be quite large as all data of 
the guest profile are saved. 


Mail merge with Microsoft Word using dbase file (Windows) 


This checkbox creates as well a dBase file that can be used for non Microsoft compatible programs. 


The entry field below “using file” shows the pathway in which the file is created. If the file is to be 
saved to a media or continued to be used in Word, the path is to be noted. It is possible to change 
the suggested pathway. 
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The button ... lets you edit the path. The export file name obtains the name “expkun.txt" as per 
default. This can be changed at any time. Just ensure that the file extension is “txt” to obtain the 
corresponding format. 


9.4.2.1 Mail Merge via Email 


If the email program MS Outlook is used, it is possible to send the mailing via email. The 
configuration of MS Outlook must allow a transfer to MAPI. It is important that the checkbox 
Email Address entered in the mailing wizard is tagged. 


The field “Subject” lets you enter a notion for the email header. Via “Attachem.” select the needed 
document. 


9.4.2.2 Mail Merge by Fax 


Send by fax using Microsoft MAPI 


If Microsoft MAPI is used for sending by fax, it can be used for mail merge in protel. It is important 
that the checkbox |! Fax number entered is tagged. 


Send via FAX using Fritz Fax 


If Fritz is used as the fax program, mail merges can be sent via Fritz Fax. It is important that the 
checkbox L#] Fax number entered is tagged. 


9.4.2.3 Mail Merge printing via the protel Word Processor 


If the print out is to be started directly via the internal protel HMS word processor, this checkbox 
needs to be tagged. The letter must be added in System Data as ‘Guest letters’. 


If the mail merge is created directly of protel HMS, the text is saved in the mail merge history. 


With Finish the mail merge is or file is created! 


9.4.2.4 Mail Merge Creation in Microsoft Word 


After file creation via “File export/Mail merge” in protel HMS, this file can be used in MS Word for 
the mail merge function. 


After starting of MS Word the wanted document can be opened. Then open the mail merge function 
from the menu item “Tools — Mail Merge”. 


Item | 

“Creation” opens the menu that offers the choice of starting a mail merge or a label print. 
"Edit current window” lets you use the opened document that is opened in the back ground. 
Item 2 

The button “Data source” opens the menu that lets you select the menu item “Data source”. 


In the protel directory — Export an “exphun.txt” file was created (unless you have assigned a 
different directory and/or a different file name) 


"Search for: can switch the directory in which the txt file or the dbase file were saved. As "Data 
type“ the “text file” or “dbase file must be selected accordingly. The found files are displayed. 


Please note that the checkbox |¥J Select import method is tagged. Another window is opened in which 
you highlight the “text files(txt)” and confirm with OK. Afterwards the document can be inserted in 
the mail merge print fields that replace the address. 
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If an export to a txt file was done, the mail merge fields for the address correspond to the text 
codes of protel word processor. Add! to Add7 is replaced by the address. Please insert these in the 
document one below the other. "Pers_anrede_mit_name’" is replaced by "Dear...“. 


If a dBase file was created, the mail merge fields correspond to a address list, First name, Last name, 
Salutation, evtl. title, street etc. 


Once the fields are inserted, open again the mail merge function via menu item “Tools”. 
Item 3 

"Finish" links the document to the address data and the address codes are replaced. 

MS Word offers further functionalities for the sorting of address data. 


For a details description of mail merge in Word XP please contact protel hotelsoftware 
Dortmund. 


9.5 Mail Merge History 


Front Office + Profiles + Mail Merge History 


Mail meree history 


Crested Pairi Tonment Für 
All 10/0708 Ted Baker 

Al] 03/01/06 Ted Baker 

All 11006 Manage 

All 11710705 Manage! 

All Aw ar Protel 

All 6/04/06 Protel 

All 06/0405: Protel 

All (6/04/06 Protel 

Ail 31/03/05 Manage 


oer 


Comment 


= Cancel | Heb | 


Password | 


This menu item lets you print, view, edit or delete already existing mail merge letters. 


The button load document lets you open and evtl. edit an existing text. If a letter is no longer needed 
you can remove it by clicking on Delete letter. 


At any time you can enter a comment to the letters or change an existing comment. Therefore 
highlight the letter and enter a comment in the entry field. Clicking on Change comments, saves the 
comment. 


9.6 Headquarter Link 


Front Office + Profiles + Headquarter Link 


This functionality creates the link to the headquarter. Is only used for HQ installations. 
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9.7 Profile Maintenance 


Front Office + Profiles + Profile Maintenance 


Profiles 


This function lets you maintain the profiles. You can delete profiles that you previously filtered 
according to defined criteria or regroup duplicates and therewith take over revenues, if needed. 


Profile maintenance 


[| Guest [_] Total revenue less than C] without phone 
C] Com. z Last stay behone EATE [| without city | al 
[e] Travel Agen [| w. vip code Pa = 
[ | Source [| with marketing code w 
[| Mame 
[| Show only profiles which can be deleted immediath [slow] 
Cl Show ‘to be deleted’ 
Prof... | Name First... Sreet City Phone Era) 
114 Towama Limted PO Box N HASSAL kei 100% | 
W4 Creatine Tours Ltd Hanover... LONDON OO? 46.. 15; 
17Ẹ Concoide Series 48 -50 5p GLASGOW kei 
214 Liesivles Travel 1456 Foi. WICTORI... O01 20.. ken 
eeu Travel for the Aris 12-18 Han LONDON (208 73 kea 
fee Aus Musica Muck. aru, MUNSTER 204925. kee 
Aad Soeciaity Scotland Travel.. 14a Learn... EDINBU.. Oat 34. ker ™ 


| Al | | | Morne | Delete maiked protles 


No Langel profile 


Define the search criteria in the upper section: 


At opening of the dialogue bow all profile types are tagged as per default. Make your choice by 
tagging or untagging the checkboxes tä Guests till LA Source. 


The next column lets you further limit the number of hits by setting a minimum revenue, a minimum 
number of stays or search for stays at a certain date. It is also possible to filter according to VIP or 
marketing codes or for a particular name. 


If you wish to search the profile for incomplete addresses, the search criteria |“ without phone, 
without city and “J without street are at you disposal. 


If all guest profiles, whose stays are smaller than |, are to be deleted, all profiles with future 
reservations would be displayed as well. To avoid this, the checkbox lä Show only profiles which can be 
deleted immediately (slow) needs to be tagged. This verifies the corresponding references for reservations 
and debtors and only those are shown that are totally removable. Please note that this search is very 
time consuming. 


Tagging the checkbox Lf Show ‘to be deleted’ considers only profiles that are highlighted for removal, but 
can not be deleted due to references to reservations or debtors. This highlight is done either here 
(see below) or by tagging the checkbox Śl Delete in the guest profile. 


The button Search displays the profiles corresponding to the selected criteria in the listing. 


9.7.1 Delete Guest Profiles 


To start the deletion process, the profiles in the list need to be highlighted. If all displayed profiles are 
to be removed, the button All lets you highlight all entries of the list. The button None can undo the 
previous highlighting of all. The button delete marked profiles you continue with the deleting process. 
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lf there are still existing links for the profiles to reservation or debtors the profile is not deleted but 
marked for deletion. Via reservation or the debtor the profile can still be displayed. 


9.7.2 Regroup Guest Profiles 


If a profile exists twice or by mistake twice with different profile types, those duplicates can be 
regrouped. The regrouping concerns the take over of data such as revenues and occupancy to one of 
those profiles that is defined as the target profile. 


Highlight the profile whose revenues are to be copied and deleted and click on the button No target 
profile. A dialogue box to search profile appears that lets you select the target profile. Confirming with 
OK displays the name of the target profile on the button. Clicking once again on the button, lets you 
edit the target profile. 


Clicking on the button Don’t delete, only transfer revenues maintains the highlighted profile and the 
revenues are taken over to the target profile. 


If you click the button Delete and take over revenue take over revenues on the target profile and the 
highlighted profile gets deleted or marked for deletion. 


9.8 protel Match and Merge 
Front Office + Guest Profile + protel Match and Merge 


The match & merge control lets you find duplicated profiles and regroup them. 


The opening of this functionality is done via protel hotelsoftware GmbH or the support company. 


E protel Match & Merge leg 


The following profiles sre stored multiple limes 


Cantus ernie | Hamez Contact First Mame Street ss 
2 Gray 
g Gusk ini Lee Flat 6, Maser C 
2 Haifas 051202 "g 
$| > 

| Hoccurit Name Contact First Mane Street ZIP CR 
v HESS Haifa 051202  HowardJuie Ms 
a 1351 Halifax 061 202 
3385 Halifax 051 202 


$| > 
TT: TT ATE TRC 


The system searches the data in the fields “Name”, “Name2”, “Reservation contact’, “First name’, 
“Address” and “Zip code” for eventual duplications. If double profiles are found, they are shown in 
the upper listing with the corresponding parameters. 


Highlighting the entry to be edited, displays the multiply profiles in the lower window. 
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Editing of profiles 


There is no automation for deletion or regrouping of profiles. The decision which profile remains 
and if these profiles are duplicates remains with the user. 


You can determine per button, which profile is valid (Target profile), which profiles are to be deleted 
(Delete) and which profiles should be regrouped (Merge). The button All other lets you reverse your 
selection, meaning clicking on this button, unmark all highlighted profiles and highlights all unmarked 
ones. 


The entries are then signed with a small icon. Clicking on the button Execute proceeds with all 
assigned functionalities. All Data signed with "* (merge) are transferred to the profile signed with 


w (valid). The profiles signed with # (delete) are deleted without data transfer from the system. 


The context menu offers the same functionalities. Additionally you may open the highlighted profile 
by clicking on menu item “Edit Profile”. 


9.9 MS Outlook Synchronisation 


Front Office + Profiles + MS Outlook Synchronisation 


Only used after activation of interface with Microsoft Outlook. 


For further information please contact protel hotelsoftware GmbH. 


9.10 Import MS Outlook Email 


Front Office + Profiles + Import MS Outlook Email 


Only used after activation of interface with Microsoft Outlook. 


For further information please contact protel hotelsoftware GmbH. 
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